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Electronic Case Files System
User’s Manual

Getting Started

Introduction

Thismanua provides indructions on how to use the Electronic Filing System to file documents
with the court, or to view and retrieve docket sheets and documents for all cases assgned to
this system. Users should have a working knowledge of word processing, web browsers, file
management and Adobe Acrobat.

Help Desk

Contact the Court’s Help Desk between the hours of 8:00 am. and 5:00 p.m,,
Monday through Friday, if you need assstance using ECF.

Toll FreeHelp Desk 1-866-325-4975
or 612-664-5155
OR
E-mail: ecfhelpdesk @mnd.uscourts.gov

Access to ECF Information and Resources
For up-to-date information on ECF, vist the U.S. Digtrict Court web Site at:

www.mnd.uscourts.gov

View or download the most recent version of the User’sand
Procedurd Manuals

Sdf-train on aweb-based ECF Tutorial

Practice entering pleadings into ECF using a“training” database that is
smilar to the officid live ECF database

Review Frequently Asked Questions (FAQS) page

View CM/ECF Introductory video

ECF System Capabilities

The dectronic filing system alows registered participants with Internet accounts and
web browsing software to perform the following functions

Electronicaly file pleadings and documents in actud (“live’) cases
View officia docket sheets and documents associated with cases
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View various reports for cases that were filed eectronicdly
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Requirements
Hardware and Software Requirements

The hardware and software needed to eectronicdly file, view and retrieve case
documents are the following:

A persona computer running a standard platform such as Windows or

Macintosh.

A PDF-compatible word processor like Macintosh or Windows-based
versions of WordPerfect or Word.

An Internet Service provider.

Netscape Navigator version 7 or Internet Explorer 6.0. Older versions

of these web browsers are aso compatible with ECF.

Software, such as Adobe Acrobat Writer or pdfFactory, to convert

documents from aword processor format to portable document format

(PDF).

Adobe Acrobat Reader, which is available for free, is needed for

viewing PDF documents.

A scanner to tranamit documents that are not in your word processing

system. Note: Thiswould only be used for documentsthat cannot

be produced dectronically. Scanned documentslessen the level

of service we provide by slowing down the entire system. Weare

moving away from the utilization of scanned documentsinternally

and are asking you to do the same whenever possible.

PACER Registration

ECF users must have a PACER account with the Court in order to use the Query and
Report features of the ECF system. |f you do not have a PACER login, contact the
PACER Service Center to establish an account. Y ou may cal the PACER Service
Center at (800) 676-6856 or (210) 301-6440 for information or to register for an
account. Also, you may register for PACER online at http://pacer.psc.uscourts.gov.
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Registering for Access to ECF

Participants will need to register with the court to receive alogin and password for the
ECF system. Regidration information is available on our web Ste at
http:/Aww.mnd.uscourts.gov/cmect.

Once an account has been established, the Office of the Clerk will send your login ad
password to you by regular, fird-class mail or by e-mail. Note this information must be
sent directly to the attorney of record and not to support staff.

Registered users can vist atraining verson of the system on the Internet at https.//ect-
train.nnd.uscourts.gov to practice ECF activities. We strongly recommend that
registered users practice in the “training” ECF database before filing documentsin the
“live’ ECF database.

Preparation

Setting Up the Acrobat PDF Reader
Users must set up Adobe’ s Acrobat Reader software in order to view documents that
have been dectronicaly filed on the systlem. All pleadings must be filed in PDF format.

When ingdling this product, please review and follow Adobe s directionsto utilize
Acrobat Reader after installation.

Portable Document Format (PDF)
Only PDF (Portable Document Format) documents may be filed with the court using
the ECF system. Before sending the file to the court, users should preview the PDF
formatted document to ensure that it appearsin its entirety and in the proper format.
How to View a PDF File
Start the Adobe Acrobat program.
Go to the File menu and choose Open.

Click on the location and file name of the document to be viewed.

If the designated location is correct, and thefileisin PDF format,
Adobe Acrobat Exchange loads the file and displays it on the screen.
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If the displayed document is larger than the screen or consists of
multiple pages, use the scroll bars to move through the document.

Click on the View menu for other options for viewing the displayed
document. Choose the option that is most appropriate for the
document.

How to Convert Documents to PDF Format

Y ou must convert dl of your documents to PDF format before submitting them to the
Court’ s Electronic Case Filing (ECF) system. The conversion process requires specia
software such as Adobe Acrobat Writer or FinePrint pdfFactory. WordPerfect
versons 9 and 10 have Acrobat Writer built-in and can aso be used to convert
documents to PDF. The District Court of MN does not care what softwareis used to
convert thefile. Other options besides Adobe Acrobat include

using the features dready available within your word processing software, or any of the
following:

BCL easy PDF 3.1

eDocPrinter PDF Pro 5.58

eXPert PDF Pritner 2.0

FinePrint pdfFactory PRO 1.57

Jaws PDF Creater 3.0

LeadTools ePrint 3.0

1- Step RoboPDF 3.0 beta

pdf995 and pdfEdit 995

PDF-XChange 2.5

PowerPDF 2.0

602Pro Print Pack 2002

Win2PDF Pro

Using any word processing program convert the file to PDF by:

Ingtaling Acrobat Writer, FinePrint pdfFactory, or any other software
with the capability of converting documents to PDF on your computer.

Open the document to be converted.

Select the [Print ] option (generdly found in the File menu) and in the
diaog box sdect the option to change the current printer. A drop down
menu with aligt of printer choicesis displayed.

Select Adobe PDFWriter or FinePrint pdfFactory*
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S ave in: l,,_ﬂ Attorney .:] @J gﬂ

E civilcoversheet PDOF ﬂ rezponze in oppozition. POF
'@ complaint. POF '@ summary judgment. PFOF
'E ECF Matual with criminal. POF

'@ flyer. pdf

E order on rmation. PDF
'E order rerferning motion. POF
'@ randr. FOF

File narne: |EEF b anual with criminal2. POF Save |
Save as ype: IF'DF files [*.PDF] j Cancel |

Edit Docurnent [nfa. [ “iew PDF File

“Print” thefile. Thefile should not actudly print out; instead the option
to save the file as a PDF format file appears.

Make anote of the file location so you can find the document later
when you are ready to upload it. Change the location if necessary by
clicking inthe“Savein” area of the window.

Namethefile, giving it the extenson “.PDF’ and dlick the [ Save]
button.

Depending on the word processing program being used, it may be necessary to find the
printer selection option elsewhere. At that point, change the printer to Adobe
PDFWriter, and follow the directions above.

*You must have either Adobe Acrobat Writer or FinePrint pdfFactory installed on your
computer to see these choices listed.
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Basics
User Interactions
There are three genera types of user interactions alowed by the system:
Entering information in deta fidds
Using command buttons to direct system activities.

Mouse-dicking on hyperlinks.

Conventions used in this Manual:

Datato be entered by the user is shown enclosed in angle brackets. <datato be
entered>.

Command buttons are represented in this manua in [bracketed boldface
typel.

Hyperlinks are represented in under lined boldface type.
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Documents Filed In Error

A document incorrectly filed in a case may result from &) pogting the wrong PDF file to
adocket entry; b) selecting the wrong document type from the menu; or ¢) entering the
wrong case humber and not discovering the error before completing the transaction.

Generdly, the U.S. Digtrict Court of Minnesotawill be leaving incorrectly filed
documents, in the correct case, on the ECF system. If the document wasfiled in the
incorrect case and needs to be moved to the correct case, please use the phone number
below to request a correction:

Toll FreeHelp Desk 1-866-325-4975

Please make the call as soon as possible after an error is discovered. Y ou will need to
provide the case and document numbers for the document requiring correction. If
appropriate, the court will make an entry indicating that the document wasfiled in error.
Y ou will be advised if you need to re-file the document. The ECF system does not
permit you to change the misfiled document(s) or incorrect docket entry after the
transaction has been accepted.

User's Manual

Y ou can download or view the most recent version of the ECF User’s Manud (in PDF
format) from the Didtrict Court’s web page. Enter http:/Aww.mnd.uscourts.gov , when
the court’ s web page opens, click on the Electronic Case Filing hyperlink. Another
helpful document to download is the ECF Procedures Guide. Having the latest copies
of both of these documents on hand for reference will increase your success when e-
filing in the ECF system.
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A Step-By-Step Guide
Below is a step-by-step guide for accessing the ECF system, preparing a document for filing,
filing amotion or gpplication, and displaying a docket sheet. We suggest that you go through
the steps on the training database before trying to actudly file a document.
How to Access the System

Users can get into the system viathe Internet by going to

https://ecf.mnd.uscourts.gov

Or, you may go to the Digtrict of Minnesotal s Web site at www.mnd.uscourts.gov and
click on the Electronic Case Filing hyperlink.

Click on Live ECF Link to open the login screen and login to ECF.

Users can access the Training Database by going to

https://ecf-tr ain.mnd.uscour ts.gov
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Logging In
The next screen isthe login screen.

ECF/PACER Login |

Notice

This is a Restricted Web Site for Official Court Business only. Unauthorized entry is
prohibited and subject to prosecution under Title 18 of the U S, Code . All activiies and
access attempts are logged.

Instructions

Enteryour ECF login and password for electronic filing capabilities. Ifyou do not need
filing capabilities, enteryour PACER login and password. If you do not have a PACER
login, contact the PACER Service Center to establish an account. You may register
online at hitp-fpacer psc uscourts gov or call the PACER Senvce Center at (800) B76-
G856 or (210) 301-6440.

Anaccess fee of $.07 per page, as approved by the Judicial Conference of the United
States at its September 1998 session, will be assessed for access tothis service, Al
inquiries will be charged to your PACER account. [Fyou do not need filing capabilities,
enteryour PACER login and password. The Client code is provided to the PACER
user as a means of tracking fransactions by client. This code can be up to thirty two
alphanumeric characters long.

CM/ECF Account Agreement (This agreement applies only to ECF logins and
passwords - it does not apply to PACER logins)

By accessing this system using an ECF login and password, the registered user (i)
consents to receipt of the electronic notification via e-mail as service of pleadings and
other papers (pursuant to Fed. B, Civ. P. %) and of orders and judgments (pursuant to
Fed R Civ. P_77{d)); and (i) acknowledges that documents filed by opposing
counsel will be considered served upon the registered user for purposes of Fed R,
Civ. P 5ifthey are delivered through ECF.

The Court has the right to add or remove conditions to this agreement. Any changes
will be clearly posted on this login page.

Authentication

Login: !

Password: !

client code: !

Lagin I M

Enter your ECF Login and Password in the appropriate data entry fieds. All ECF login
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names and passwords are case sendtive.

Note: Useyour ECF login and password if you are entering the sysemtofilea
pleading or to maintain your account. If you only wish to enter ECF to query
the database for case information or to view a document, enter your PACER
login and password. Y ou will be charged afee to view ECF case dockets and
documents usng your PACER login. Use the client code fidd if you are usng
PACER to view documents/docket sheets and you wish to organize your
monthly bill usng dient codes. Do not use this field when logging into the ECF
system as thiswill prohibit you from successfully logging in.

Verify that you have entered your ECF login and password correctly. If not, click on
the [Clear] button to erase the Login and Password entries and re-enter the correct
information. After you enter the correct login and password information, click on the
[Login] button to transmit your user informetion to the ECF system.

$ If the ECF system does not recognize your login and password, it will display
the following error message on anew screen.

Login failed either your login name or key isincorrect

$ Click on the [Back] button in your browser and re-enter your correct login and
password.
$ If you cannot access the ECF system using your assigned login and password,

please cdl the helpdesk at 1-866-325-4975

OncetheMain Menu appears, choose from alist of hyperlinked options on the top bar.
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Note: Thedate you last logged into the system gppears at the bottom left corner of this
screen. Y ou should review this information each time you login for security reasons. If
you believe your last login date and time are incorrect, or suspect an unauthorized party
isusing your login and password, please telephone the court’s Help Desk as soon as

possible.

Selecting ECF Features

ECF provides the following festures that are accessible from the Blue menu bar at the top of the
opening screen.

Civil- Select Civil to dectronicaly filedl avil case pleadings, motions, and other
court documents.
Criminal- Select Criminal to dectronicdly filedl crimind case pleadings, motions, and

other court documents.

Query- Query ECF by specific case number, party name, or nature of suit to retrieve
documents that are relevant to the case. Y ou must login to PACER before you
can query ECF.

Reports- Choose Reports to retrieve docket sheets and cases-filed reports. Y ou must
login to PACER before you can view an ECF report.

Utilities- View your persona ECF transaction log and maintain personal ECF account
information in the Utilities area of ECF.

L ogout - Allows you to exit from ECF and prevents further filing with your password until
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the next time you log in. Only one user can be logged in using the same
login/password at once.
Civil Events Feature
Regigered filers will use the Civil feature of ECF to dectronicaly sdf-file and docket with the Court a
variety of pleadings and other documentsfor civil cases. Seethelist of ECF documents at the back of
thismanual. This section of the manual describes the basic steps that you need to take in order to filea
sngle mation with the Court. The process is consistent regardless of the event.

General Rules and Manipulations
Manipulating the screens
Each screen has the following two buttons:

M clearsall characters entered in the box(es) on that screen.

Next | or_2ubmit |acceptstheentryjust made and displays the next

entry screen, if any.

Correcting a mistake:

Use the [Back] button on the browser toolbar to go back and correct an entry made
on a previous screen. However, once the document is tranamitted to the court, only the
court can make changes or corrections.

Signatures; Affidavits of Service

Documents, which must contain origina sgnatures or require ether verification or an
unsworn declaration under any rule or statute, shal be filed dectronically with originaly
executed copies maintained by thefiler. The pleadings or other documents dectronicaly
filed shal indicate a Sgnature, eg., “sJane Doe.”

In the case of a tipulation or other document to be signed by two or more persons, the
following procedure gpplies:

(& Thefiling party or atorney shdl initidly confirm that the content of the
document is acceptable to al persons required to sign the document and shall
obtain the physicd sgnatures of dl parties on the document.

(b) Thefiling party or atorney then shdl file the document ectronicdly,
indicating the signatories, eg., “sJane Doe,” “<s/John Doe,” €tc.

(c) Thefiling party or attorney shdl retain the hard copy of the document

containing the origind Sgnatures after the case ends, a least until the time for dl
appedls has expired.
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(d) A non-filing Sgnatory or party who disputes the authenticity of an
eectronicaly filed document containing multiple sgnatures or the authenticity of
the sgnatures themsdves must file an objection to the document within eleven
days of recelving the Notice of Electronic Fling.

Filing a New Civil Case (e.g., Complaint, Removal)
The Court will accept complaints sent by e-mail, sent by U. S. Mail, or ddlivered in person to
the clerk's office.

E-Mail

If you e-mail your initiating documents you must send the PDF versions of the complaint and
civil cover sheet and indicate the payment option you wish to use for the filing fee. If you are
applying for IFP gatus, this document may aso be submitted in PDF and included in the e-mall
to following address: newcases@mnd.uscour ts.gov

Delivered in Person

If you wish to ddliver your documentsin person to the derk’ s office you may bring the civil
cover sheet (JS-44) and the complaint, which lists the case party information, and a check,
money order or credit card in the amount of $250.00. The court will accept the documentsin
paper format (which will be scanned by the clerk’ s office) or on disk/CD ROM.

M ailing Documents

Mailing the initiating documents will not be any different from the standard procedures the court
currently hasin place for handling initiating documents. Please send your civil covershest,
complaint and form of payment (or an IFP gpplication) and the clerk’ s office will initiate the
case.

Summonses

a The clerk’ s office will receive summonses to be issued sent by e-mail, sent by
United States mail, or delivered in person to the clerk’s office.

b. E-mail summonses may be sent to the e-mail addresseslisted above dong with
the initiating case documents.

C. A party may not dectronically serve asummons, but instead must effect service
according to the Federal Rule of Civil Procedure 4.

d. Summons forms can be found on the Court’ s external website.

CM/ECF User’s Manual (June 1, 2004) 16 Minnesota District Court




Filing Documents for Civil Cases
There are eight basic sepsinvolved in filing a document:

1) Sdect the type of document to file (see Attorney Event Menu).

2) Enter the case number in which the document is to be filed.

3) Designate the party(s) filing the document.

4) Specify the PDF file name and location for the document to befiled.
5) Add attachments, if any, to the document being filed.

6) Modify docket text as necessary.

7) Submit the pleading to ECF.

8) Receive natification of dectronic filing.

After successtully logging into ECF, follow these stepsto file your document.

Crinairial - Query + Reports . Ll b= * Lot @

Filing an Answer in a Civil Cases

1. Select the type of document to file
Sdlect Civil from the blue menu bar at the top of the ECF screen. The Civil Event window
opensdisplaying dl of the events from which you may choose for your filing. This section of
the User's Manua describes the process for filing an Answer in ECF. The processis

gamilar for filing other pleadingsin ECF.

Click on Answersto Complaints, under Initial Pleadings and Service

2. Enter the case number in which the document is to be filed.
Enter the number of the case for which you arefiling amotion and dlick on [Next].

If the number is entered incorrectly, click M to re-enter. If the computer prompts

thet you entered an invalid case number, dlick on 235K |to re-enter.

When the case number is correct, click on ﬂl )

If multiple case numbers match with the one typed, another window appears asking
which case you wish to make thefiling in.

In most screens a case number verification window appears. This window is another
opportunity for thefiler to be reassured they arefiling in the correct case.
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3. Designate the party(s) filing the document

Answers to Complaints

0:01ew00020 Osterbers v, Parleer

select the filer.

Select the Party:

|Osterberg, \Wendy [Flaintiff]
‘Farker. Jahn [Defendant]

AddiCreate Mew Party

Nex‘c' Clear |

Highlight the name of the party or partiesfor whom you arefiling the motion. If you represent
dl defendants or dl plaintiffs you may sdect the entire group by holding down the control key
while pointing and clicking on each party of the group

After highlighting the parties to the mation, click on the[Next] button.

Note: If your party does not gppear, see the section of this manua titled Add/Create New
Party.

4. The Attorney/Party Associations Window
If thisisthefirg time the attorney isfiling in the case, an association window will appesr.
The purpose of the window is to create an association between the atorney and the
party. Check the box if indeed the attorney and party should be connected in ECF.
Click the [Next] button.

Answers to Complaints
0:01-cv-00020-adm-ajb Osterberg v, Parker

The following attorneviparty associations do not exist for this case.
[Flease check which associations should be created for this case:

[~ John Parker (pty:dft) represented by Adrienne Meyers (aty) [ Lead W INotice

M Clear |
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5. Specify the PDF file name and location for the document to be filed.

Answers to Complaints
£.023cy00029 Johnson v, Hudleston

Include Date # Docket Text

| | 10/20/2003 1 COMPLATNT against Sarah Hudleston (Filing fee § 150 | filed by Laura
Iohnzon (Attachments: # (1) Crvl Cover Sheet)(Ichab, Bal)

melect the pdf document (for example; CA19%cw201-21 pdf).

Filename
Browse... |

Attachments to Document: & Mo O Tes

Nextl Clear I

ECF displays a window for linking the answer to the complaint and a field for locating and

entering the PDF file of the document you are filing in ECF.

= Using theleft mouse button, dlick ingde thel nclude checkbox to link theanswer being

filed to the complaint in thefile.

retrieve and read your document from within ECF.

Note: Itisimperativethat you attach an dectronic copy of theactud pleading when prompted
by the system. All documents that you intend to file in ECF MUST reside in PDF
format. Otherwise, ECF will not accept the document and users will be unable to

= Next, you mugt dso link the PDF document to the filing. Click on the [Browsg]
button. ECF opens the following screen.
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Choose file 2] %]
Look in: Im Desktap _"_! %ﬁi‘ ﬁl

E ty Computer [ farms

‘E} ky Documents Cldac

'_!'1', M etwark, Meighborbiood [ tarch 10

|1 Calendar [ materialz from others

=3 compLter securty 2 Org-6 Manual

1 dawis Ca pam

|1 Flawcharts fram MD [ site wisit

N i

File narme; I Open |
Files of twpe: i,-i'-.ll Files [*.%) ;i Cancel |
o

Navigate to the appropriate directory and file name to salect the PDF document
you wish tofile

= Highlight thefile to upload to ECF.

Note: Inordertoverify that you have selected the correct document, right mouseclick on
the highlighted file name to open a quick menu and left mouse click on [open].
Adobe Acrobat or Acrobat Reader will launch and open the PDF document that
you sdected. Y ou should view it to verify that it is the correct document.

File Upload
Laok jn: | ‘=3l PDF Files =l

;I:Il:h::'-.-"l 07 rmatian

Select

Prirt ’ !

Bl Add o Zip

= Onceyou have verified the document is correct, close Adobe Acrobat and click on
the [Open] button. ECF closesthe File Upload screen and inserts the PDF file
name and location in the Answer sto Complaints screen.

= If there are no attachments to the answer, click on[Next].

= If you have Attachments to your answer, you will sdect[Y es] on the screen depicted
above. Click on [Next] and proceed to the first step in Section 6, “Adding
Attachmentsto Documents Being Filed”.

In the event you sdlected and highlighted afile that is not in PDF format, ECF will display the
following error message after you click on the [Next] button.
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Answers to Complaints
0:01cw00020 Osterberg v. Parker

EEEOE: Document 15 not a well-formed PDF document (ne further mformation 13 avalable).

Back I

ECF will not permit you to sdect afile for your pleading that is not in PDF format.

Click on the [Back] button and ECF will return to the Answer sto Complaints screen.
Sdect and highlight the PDF file of your pleading and proceed as before.

Failureto Select A Document to File
If you fail to select a document to file with your pleading, ECF will display the error message

If you dick [OK] from the screen depicted above ECF will return you to theAnswer sto
Complaints screen. 'Y ou cannot proceed without attaching a PDF document.

6. Add attachments to documents being filed

If you acknowledged the need to attach documents to your answer during the previous step,
anew Attachment screen appears.

Answers to Complaints
00300001 Wegnar v, Cstarbard

Select one or more attachments.
13 Eater the pdf dociament that contems attachment For example: Cl\appendes pdb).
Filename

| Eincrise

21 Aryeue eption, select a docuroent trpe andfor enter 3 desception.
Type Description
| 2l

3] Add the Alenare to the list bos belose. Fyou have mere attachenests, o back: to

|7 Add b List

Remowe frarm List J

et

CM/ECF User’s Manual (June 1, 2004) 21 Minnesota District Court




Click on [Browseg] to search for the document file name of the attachment.

Next to the field for attachment Type, click on the arrow and ECF opens a pulldown
screen. Highlight the type of attachment from the displayed sdlection.

To describe the attachment more fully, click in the Description box and type aclear and
concise description of the attachment.

Click on[Add to List].
ECF adds the sdlected document as an attachment to the pleading. A new Answers
to Complamts screen opens to display the file name of the newly attached document.
Repest the sequence for each additional attachment.
After adding al of the desired PDF documents as attachments, click on [Next].
When attachments and exhibits are in paper format

Attachments and exhibits that cannot be crested and filed eectronicaly and when scanned
are gregter than 2MB (2,000 KB or similar 100 pages of plain typed text) in Size, may be
submitted in paper format. Filers should submit a request to the Digtrict Court for review of
paper filings. Look to the ECF procedura guide for more details on this procedure.

Note: For moderate length paper attachments, consider dividing them into two or
more smdler atachments, scanning, and filing them dectronicdly.
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7. Counterclaim, Cross-Claim or Third-Party Complaint?

If the answer you are filing has a counterclam, cross-clam, or third-party complaint, you
must select the checkbox before the appropriate option.

Answers to Complaints
0:01-cv-00020-adm-gjb Osterberg v. Parker

I™ Does this filing include a counterclaim 7 (If yes, click on the box)
™ Does this filing mclude a cross-claim 7 (If yes, click on the boz)
I™ Does this filing include a third-party complaint? (If yes, click on the bozx)

Next' Clear |

8. (Optional) Third Party, Cross-Claim or Counterclaim Additional
Information
If in the previous window athird party, cross-clam or counterclaim was sdlected you must
choose the party for whom this new filing isagaing. If it isa party that aready is associated
with the case, select the party from the list provided, if not, click on the Add/Create Party

hyperlink.
Below are some searching tips.

»  Searches are not case senditive.

= Aderisks are not necessary when searching for partia names.

= Searches can only be performed by last name or business name.

= The party database is quite extensive. Please try searching the database severd
times before adding a new party.

= Namesof cities, counties, state agencies and etc. may belisted as “St. Paul, City
of.”

= Business names and other party names may contain abbreviations.

= |If multiple matches are found, please click on the “sdect name from list” button to
see additiona information regarding the party.

= If adding aparty, do not add address
information unless the party ispro se. N s (A

» Usethe party text to clarify the party name. eg. | =etee = s
A Minnesota Corporetion. T e

Once the additiona party is added and sdlected, -

dlick on the [Next]. button. G

sirnmepry Lo Corplanly

Tl Fary Comadase
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9. Jury Demand

The window appears showing the current jury demand status of the case. Type*“y” for yes
and “n” if thereisnot ajury demand . Click on the [Next] button.

Answers to Complaints
0:01-cv-00020-adm-ajb Osterberg v. Parker

Does this Answer include a ury demand YT ?;

Nen-dl Clear |

10. Modify docket text

Answers to Complaints
B.03cy00029 Johnson v, Hudleston

Docket Text: Modify as Appropriate.

| ANSWER to Complaint with Jury Demand | i
THIRD PARTY COMPLAINT I against ABC Electronics by Sarah Hudleston .
{Attorney10, )

MI Clear |

Click in the open text area to type additiona text for the description of the pleading. Use the
drop-down boxes to assg in the clarifying text. This window may contain various boxes

depending if a cross-clam, counterclaim or third- party claim was selected previoudy. Click on
the[Next] button.

11. Submit the pleading.

Review the docket text and correct any errors. If you need to modify dataon a previous
screen, click the [Back] button on the web browser toolbar to find the screen you wish to
dter. Click on the [Next] button to file and docket the pleading.
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Docket Text: Final Text
ANSWER to Complaint with Jury Demand, First THIRD PARTY COMPLAINT against ABC Electronics by

Sarah Hudleston.(Attorney10, )

Attention!! Pressing the NEXT hutton on this screen commits this transaction. You will have no further opportunity to
modify this transaction if you continue.

MI Clear |

Note: The screen depicted above contains the following warning.

Pressing the NEXT button on this screen commitsthistransaction. You will haveno
further opportunity to modify this transaction if you continue.

At any time prior to this step, you can abort the ECF filing or return to

previous screens by:
clicking on any hyperlink on the Blue ECF menu bar to abort the current transaction.

ECF will reset to the beginning of the process you just sdlected.
clicking on the Web Browser [Back] button until you return to the desired screen.

12. Notice of Electronic Filing

Tokee: of Blectron Filg

[The oll ewrg v eivors W edesed o 11LEE004 ot 3 16 AR 5T asd Bl en 315004
FCase Mome; Jobreon v Hedkestzn

e Nomber: £ 20

[ Sarsh Bidleikn
it Shimdiar: |
wckes Text:

8 SR b Comphamt with Fary Dewuand, Brst THIBD PARTY COMPLATHT agmeet A2 Elnctrorecs b 5 orah Heceston [ diomey 0],
[T ol oo A ceun 1) e aspociafed wohthis tarsacion

[0 e anannk disirspeione B Dhocresen:

Crignal Mrnameni

[Ele crunir doorpers Seane

STAMP deecffoarp [T=0712 | 5216 [Daem 3 L3200 [Fisbheber=730400]

AT Fal P 1R £ e T Tack MM o 0 e TR

efitee 34 ety b St B S Rl DM T T 3 1156

il (08 - 29 [N it vl B st adly isled 12

Uianer hadeen.  Krichse Wegpsen@rndumoart gog,

Pyl movd_privan ] i oecoarie gov

(-1 Wobirs il ot e electromrally mudled t:

The screen depicted above provides confirmation that ECF has registered your

transaction and the pleading is now an officia court document. It dso digplays the
date and time of your transaction and the number that was assigned to your document.
Y ou should note this number on the document’s PDF file.

Select [Print] on the web browser toolbar to print the document receipt.
Select [File] on the web browser menu bar, and choose Save As. ..from thedrop-
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down window to save the receipt to afile on the hard drive of your computer.

Note: The Notice of Electronic Filing is your confirmation that the filing has been
accepted. The Court strongly urges you to copy it to afile on your computer hard-drive,
print it, and retain a hard copy in your persond files.

ECF will dectronicdly tranamit the Notice of Electronic Filing to the attorneys
and parties to the case who have supplied their E-mail addressesto the Court. The
ECF filing report aso displays the names and addresses of individuas who will not
be dectronicdly notified of thefiling.

Note: Itisthefiler’s responghility to serve hard copies of the pleading and the
Notice of Electronic Filing to attorneys and parties who are not set up for
eectronic notification.
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E-Mail Notification of Filed Documents

After apleadingiséectronicaly filed, the ECF System sendsaNotice of Electronic Filing to
the designated attorneys and parties who have supplied their E-mail addresses to the Court.
Individuas who receive dectronic notification of the filing are permitted one "free look” at the
document by clicking on the associated hyperlinked document number embedded intheNatice
of Electronic Filing. Thefiler is permitted one free ook at the document to verify that the
pleading was properly docketed. Pursuant to guiddines set by the Adminigrative Office of the
U.S. Courts, the free look is only avallable for 15 days from the date of thefiling. The Court
strongly urges you to copy the Notice of Electronic Filing and pleading documentsto your
hard-drive for future access. Subsequent retrieva of the case docket sheet and pleading from
ECF must be made through your PACER account and is subject to regular PACER fees.

Certificate of Service

A Cetificate of Serviceisrequired to be filed ether at the time of the filing in ECF and
attached as a PDF attachment (an example is attached to the back of thismanua) or asa
separate filing in the Ser vice of Process hyperlink located beneeth the I nitial Pleadings
and Service menu option.
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Filing a Motion in Civil Cases
1. Select the type of document to file

Sdlect Civil_ from the blue menu bar at the top of the ECF screen. The Civil Event window
opens displaying dl of the events from which you may choose for your filing. This section of
the User's Manua describes the process for filingaMotion in ECF. The processissmilar
for filing other pleadingsin ECF.

Click on Motions, under M otions and Related Filings

2. Enter the case number in which the document is to be filed.
Enter the number of the case for which you are filing amotion and click on [Next].

If the number is entered incorrectly, click M to re-enter. If the computer prompts

thet you entered an invalid case number, dlick on 235K |to re-enter.

When the case number is correct, click on ﬂl )

If multiple case numbers match with the one typed, another window appears asking
which case you wish to make thefiling in.

In most screens a case number verification window appears. This window is another
opportunity for thefiler to be reassured they arefiling in the correct case.
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3. Select the type of Motion being filed.

From the drop-down list, choose the type of motion being filed. Multiple motions can be
selected using the control key. Once highlighted, click on [Next].

4. Designate the party(s) filing the document

IMotions
F:03cw00029 Johnson v, Hudleston

Select the filer.
select the Party:

ABC Electronics, [ThirdParty Defendant] | AddiCreate New Party
Hudleston, Sarah [Detendant]

Hudleston, Sarah [ThirdFarty Flaintiff]

Jdohnszaon, Laura [Flaintiff]

Nextl Clear |

Highlight the name of the party or partiesfor whom you arefiling the motion. If you represent
al defendants or al plaintiffs you may sdlect the entire group by holding down the control key
while pointing and clicking on each party of the group

After highlighting the parties to the motion, click on the[Next] button.

Note: If your party does not gppear, see the section of this manual titled Add/Cr eate New
Party.
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5. Specify the PDF file name and location for the document to be filed.

antions
B 03cwD0029 Johnson . Hudleston

=elect the pdf document (for example: CA19%cw501-21 pdf).

Filename
Browse... |

Attachments to Document: & o O Tes

Mt | Clear |

Note: Itisimperativethat you atach an dectronic copy of the actud pleading when prompted
by the system. All documents thet you intend to file in ECF MUST resde in PDF
format. Otherwise, ECF will not accept the document and users will be unable to
retrieve and read your document from within ECF.

*= You mus link the PDF document to thefiling. Click on the [Browseg] button. ECF
opens the following screen.

Choose file: 2| %]
Look jn: I:\_ﬁ Desktop ;! %I I'j{I I
E by Computer [_1farms
’E} by Documents 2
':'1', Metwork, Meighborbiood [ tarch 10
|1 Calendar [ materials fram athers
L3 compLter security Ca Org-6 M anual
|1 dawiz 3 pam
|1 Flawcharts fram MD [ site wisit
R 2l
File name: I Dpen |
Filez of ype: i,-'l‘-,ll Files [*7] ;i Cancel |

S
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= Navigate to the appropriate directory and file name to select the PDF document
youwishtofile.

= Highlight thefile to upload to ECF.

Note: Inordertoverify that you have sdlected the correct document, right mouseclick on
the highlighted file name to open a quick menu and left mouse click on [open].
Adobe Acrobat or Acrobat Reader will launch and open the PDF document that
you sdlected. Y ou should view it to verify that it is the correct document.

File Upload
Laok jn: | =3l PDF Files =

Ei 001 01 ration

Select

Prirt ’ !

gfl Add o Zip

Once you have verified the document is correct, close Adobe Acrobat and click on the
[Open] button. ECF closesthe File Upload screen and inserts the PDF file name and
location in the M otions screen.

If there are no attachments to the mation, click on[Next]. A new M otions window
opens. Go to Section 7, “ M odifying Docket Text,” to proceed with your filing.

If you have Attachments to your answer, you will sdect [Y es] on the screen depicted
above. Click on[Next] and proceed to thefirst step in Section 6, “ Adding Attachments
to Documents Being Filed”.

In the event you sdlected and highlighted afile that is not in PDF format, ECF will display the
following error message after you cl}'ck on the [Next] button.

|Mntiuns /
Q03cv00001 Wegner v, Osterberg

EEEOE: Document i3 not a well-formed PDF document (ho further information 13 available).

Back |

ECF will not permit you to sdect afile for your pleading that is not in PDF format.
Click on the [Back] button and ECF will return to the Motions screen. Select and
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highlight the PDF file of your pleading and proceed as before.
Failureto Select A Document to File

If you fail to select a document to file with your pleading, ECF will display the error message
depicted below.

If you dlick [OK] from the screen depicted above ECF will returnyou to the M otions
screen. 'Y ou cannot proceed without attaching a PDF document.

6. Add attachments to documents being filed

If you acknowledged the need to attach documents to your motion during the previous step, a
new Attachment screen appears.

Motions
0:03cw00001 Wegner v Osterberg

Kelect one or more attachments.
1) Enter the pdf decument that containg attachment (for example: Clappendiz pdf).
Filename

IK:\HDme\MTRﬁ-\IM WAttorney Trainingiansw,  Browse... |

B0 At yvour option, select a document type andfor enter a description.

Type Description

| Afficlanvit =

5% &dd the filename to the lst box below. If you have more attachments, go back to 3t

Acdd to List
Rernowe from List |
Mext |

Click on [Browse] to search for the document file name of the attachment.

Next to the field for attachment Type, click on the arrow and ECF opens a pulldown
screen. Highlight the type of attachment from the displayed sdection.

To describe the attachment more fully, dick in the Description box and type aclear and
concise description of the attachment.

Click on[Add to List].

- ECF adds the selected document as an attachment to the pleading. A new Motions
screen opens to display the file name of the newly attached document.
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Repeat the sequence for each additiona attachment.
After adding dl of the desired PDF documents as attachments, click on [Next].
When attachments and exhibits are in paper format

Attachments and exhibits that cannot be created and filed eectronicaly and when scanned
are gregter than 2MB in Size, may be submitted in paper format. Filers should submit a

request to the Digtrict Court for review of paper filings. Look to the ECF procedura guide
for more details on this procedure.

Note: For moderate length paper attachments, consider dividing them into two or
more smaller attachments, scanning, and filing them dectronically.
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7. Modify docket text

|Motions
6:03cv00029 Johnson . Hudleston

Docket Text: Modify as Appropriate.
| < MOTION to Compel | | MOTION to Continue

by Sarah Hudleston . (Attorneyl0, )

Click in the open text area to type additiona text for the description of the pleading. Use the
drop-down boxesto assist in the darifying text. Click on the [Next] button.

8.

Submit the pleading.

Review the docket text and correct any errors. If you need to modify dataon a previous
screen, click the [Back] button on the web browser toolbar to find the screen you wish to
ater. Click on the [Next] button to file and docket the pleading.

Motions

5:03cv00029 Johnson v, Hudleston

Docket Text: Final Text
MOTION to Compel Evidence, MOTION to Continue by Sarah Hudleston. (Attorney10, )

Attention!! Pressing the NEXT button on this screen commits this transaction. You will have no further opportunity to
modify this transaction if you continue.

M Clear |

CM/ECF

Note: The screen depicted above contains the following warning.

Pressing the NEXT button on this screen commitsthistransaction. Y ou will haveno
further opportunity to modify thistransaction if you continue.

At any time prior to this step, you can abort the ECF filing or return to
previous screens by:

clicking on any hyperlink on the Blue ECF menu bar to abort the current transaction.
ECF will reset to the beginning of the process you just sdlected.

clicking on the Web Browser [Back] button until you return to the desired screen.




9. Notice of Electronic Filing

U8, Distict Corr
District of Minnesota
Hatice of Electrome Fling

[he folleasing transaction was sotersd om 3F1T2004 at 1153 B 25T and fled on 3017/2004

Case Mamme; Ostecberg = Parcer
Caze MNumiher: 00 1-cu-201
Hiler: Joshes Parder

Document Mumber: £

Daelcet Text:
WO T to Compel evidence by Jobn Parker. (admin,

[he Ezllcwing documents) are associst=d with this bansachen

Daeurment deseription: hizn Dacumert

Driginal filename:n'z

Flectronic dooument Stamp:

TAME deecitemp_TD=105121 5216 [Crate=31172004] [FileFamber=r4704-0]
Kok 150 S0ERS 3k e d S d3 1085522 378 51 Sebil be 21 20T e b T aba b 1o dfal 144
G50E0fbdd aafe? A4 59 121662 72 bafM 43092 16k Se0046 5ab0 5c8e 146])

A01]-cv- 20 Wotice will be electronically mailed to:

miterney ] mod trami@mnd wscourts gev, ecfatternes 1 5000 Eyabeo. com

The screen depicted above provides confirmation that ECF has registered your
transaction and the pleading is now an officia court document. It also displays the
date and time of your transaction and the number that was assigned to your document.
Y ou should note this number on the document’s PDF file,

Sdlect [Print] on the web browser toolbar to print the document receipt.

Sdlect [File] on the web browser menu bar, and choose Save As...fromthedrop-
down window to save the receipt to afile on the hard drive of your computer.

Note: The Notice of Electronic Filing is your confirmation that the filing has been
accepted. The Court strongly urges you to copy it to afile on your computer hard-drive,
print it, and retain a hard copy in your persond files.

ECF will dectronicdly transmit the Notice of Electronic Filing to the attorneys
and parties to the case who have supplied their E-mail addressesto the Court. The
ECF filing report aso displays the names and addresses of individuas who will not
be dectronicaly natified of thefiling.

Note: Itisthefiler’s responghility to serve hard copies of the pleading and the
Notice of Electronic Filing to attorneys and parties who are not set up for
electronic notification.
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E-Mail Notification of Filed Documents

After apleading isdectronicaly filed, the ECF System sendsaNotice of Electronic Filing to
the designated attorneys and parties who have supplied their E-mail addresses to the Court.
Individuas who receive dectronic notification of the filing are permitted one "free look” at the
document by clicking on the associated hyperlinked document number embedded intheNatice
of Electronic Filing. Thefiler is permitted one free ook at the document to verify that the
pleading was properly docketed. Pursuant to guiddines set by the Adminigtrative Office of the
U.S. Courts, the freelook isonly available for 15 days from the date of the filing. The Court
strongly urges you to copy the Notice of Electronic Filing and pleading documentsto your
hard-drive for future access. Subsequent retrieval of the case docket sheet and pleading from
ECF must be made through your PACER account and is subject to regular PACER fees.

Certificate of Service

A Cetificate of Serviceisrequired to befiled ether a the time of thefiling in ECF and
attached as a PDF attachment (an exampleis attached to the back of thismanua) or asa
separate filing in the Ser vice of Process hyperlink located beneeth the I nitial Pleadings
and Service menu option.
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Filing a Notice of Motion
1. Select the type of document to file

Sdlect Civil from the blue menu bar at the top of the ECF screen. The Civil Event window
opens displaying dl of the events from which you may choose for your filing. This section of
the User's Manua describes the process for filing aNotice of Motion in ECF. The
process issamilar for filing other pleadingsin ECF.

Click on Notices, under Other Filings

2. Enter the case number in which the document is to be filed.
Enter the number of the case for which you arefiling amotion and dlick on [Next].

If the number is entered incorrectly, click M to re-enter. If the computer prompts

thet you entered an invalid case number, dlick on 235K |to re-enter.

When the case number is correct, click on ﬂl )

If multiple case numbers match with the one typed, another window appears asking
which case you wish to make thefiling in.

In most screens a case number verification window appears. This window is another
opportunity for thefiler to be reassured they arefiling in the correct case.

3. Select the sub-type of notice being filed.
From the drop-down list, choose Notice of Motion Hearing. Click on [Next].

4. Specify the PDF file name and location for the document to be filed.

[Hetices
B0 300029 dahnaon v. Hudieson

Talect the plil decument o example: O 01 -21 pdf]
Filen assee
| Brosasa...

Uutachmewts to Decsmest: & 1o © Yea

| ot |

Note: Itisimperativethat you attach an electronic copy of the actua pleading when prompted
by the system. All documents that you intend to file in ECF MUST reside in PDF
format. Otherwise, ECF will not accept the document and users will be unable to
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retrieve and read your document from within ECF.

Next, you must dso link the PDF document to the filing. Click on the [Browse]
button. ECF opens the following screen.

2]
Laok jr: I:\_{j Desktop ;I %I EFI I
g ky Computer [ farms
T‘ﬁ ky Documents 12
'_!'!,', M etwark, Meighborbood [CMarch 10
| Calendar [Z materials from others
[ computer secunty [ Qrg-E Manual
| davis 2 pam
|1 Flowcharts fram MD [ site wisit
o 1 i
File narme: | ﬂl
Files of twpe: !,E'-.II Filesg [*7] ;I Cancel |
o

Navigate to the gppropriate directory and file name to select the PDF document
you wish tofile

= Highlight thefile to upload to ECF.

Note: Inorderto verify that you have selected the correct document, right mouseclick on
the highlighted file name to open a quick menu and left mouse click on [open].
Adobe Acrobat or Acrobat Reader will launch and open the PDF document that
you selected. Y ou should view it to verify that it is the correct document.
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File Upload

Laok jn: | ‘=3 PDF Files =

[ él:ll:h::'-.-"l 07 motion

Select

Prirt il !

Bl AddtoZip

B a e

Once you have verified the document is correct, close Adobe Acrobat and click on the
[Open] button. ECF closes the File Upload screen and inserts the PDF file name and
location in the Notices screen.

If there are no attachments to the notice, click on[Next]. A new Notices window
opens. Go to Section 6, “Motion Reminder,” to proceed with your filing.

If you have Attachments to your answer, you will select [Y es] on the screen depicted
above. Click on [Next] and proceed to the first step in Section 5, “ Adding
Attachmentsto Documents Being Filed” .

In the event you selected and highlighted afile that isnot in PDF format, ECF will
display the following error message after you click onthe[Next] button.

iNntices E/
001 cw00020 Osterberg v, Parker

EEEOCE: Document 15 not a well-formed PDF document (no further information 1z avalable).

Back |

ECF will not permit you to sdlect afile for your pleading that is not in PDF format.

Click on the[Back] button and ECF will return to theNotices screen. Sdect and highlight
the PDF file of your pleading and proceed as before.

Failureto Sdect A Document to File

If you fail to select a document to file with your pleading, ECF will display the error message
depicted below.
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If you click [OK] from the screen depicted above ECF will return you to the Notices
screen. 'Y ou cannot proceed without attaching a PDF document.

5. Add attachments to documents being filed

If you acknowledged the need to attach documents to your notice during the previous Sep, a
new Attachment screen appears.

INotices
0:01cy00020 Osterberg v, Parker

Select one or more attachments.
13 Enter the pdf document that contains attachment (for example: Clappendsz pdf).

Filename

| Browse... |

2 At wour option, select a document type andfor enter a description.
Type Description

I ||

3% A dd the filename to the list box below. If you hawe more attachments, go back to
A to List
Fiemawe from List |

[ Nex|

Click on [Browsg] to search for the document file name of the attachmert.

Next to the field for attachment Type, click on the arrow and ECF opens a pulldown
screen. Highlight the type of atachment from the displayed selection.

To describe the attachment more fully, click in the Description box and type aclear and
concise description of the attachment.

Click on[Add to List].

ECF adds the sdlected document as an attachment to the pleading. A new Notices
screen opensto display the file name of the newly attached document.
Repeat the sequence for each additiona attachment.
After adding al of the desired PDF documents as attachments, click on [Next].
When attachments and exhibits are in paper format

Attachments and exhibits that cannot be created and filed dectronicaly and when scanned
are greater than 2MB in Size, may be submitted in paper format. Flers should submit a

request to the Didtrict Court for review of paper filings. Look in the ECF procedura guide
for more details on this procedure.
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Note: For moderate length paper attachments, consider dividing them into two or
more smaller attachments, scanning, and filing them dectronically.

6. Motion Reminder
A window gppears reminding the filer that the motion must be filed before the notice,
If the motion has been filed, click on [Next]. If the motion has not been filed, abort this
transaction and file the motion.

ll\lntices
£:.03cy00029 Johnson v, Hudleston

Docket your motion hefore continuing,
[Enter the deadline information, then select the appropriate motion(s).

Nen-dl Clear I

7. Motion Hearing Date/Time
Use thiswindow to select the date/time and location of the motion hearing. Dates should
be typed using a“ / “separator. Click on [Next].

Notices
§:03cv00029 Johnson v, Hudleston

otion Hearing

ate | Time | O AM O PM

ocationl __'_I Judge IMonthmery, Ann D. (pre);j

\elect docket entries which are o be associated with the above schedule(s).

Filtng Diate 2 Docket Text

Select another deadline of this type

Tt Clear |

8. Submit the pleading.

Review the docket text and correct any errors. If you need to modify dataon a previous
screen, click the [Back] button on the web browser toolbar to find the screen you wish to
ater. Click on the[Next] button to file and docket the pleading.

CM/ECF User’s Manual (June 1, 2004) 41 Minnesota District Court




Notices
B:03cv00029 Johnson v, Hudleston

Docket Text: Final Text

NOTICE of Hearing on Motion Motion Hearing set for 3/31/2004 09:00 AM in Minneapolis - Courtroom
14W before Ann D. Montgomery. (Attorney10, )

Attention!! Pressing the NEXT button on this screen commits this transaction. You will have no further opportunity to
modify this transaction if you continue.

M Clear |

Note: The screen depicted above contains the following warning.

Pressing the NEXT button on this screen commitsthistransaction. You will have no
further opportunity to modify thistransaction if you continue.

At any time prior to this step, you can abort the ECF filing or return to

previous screens by:
clicking on any hyperlink on the Blue ECF menu bar to abort the current transaction.
ECF will reset to the beginning of the process you just sdlected.

dicking on the Web Browser [Back] button until you return to the desired screen.

9. Notice of Electronic Filing

115, Thsirict Cowrt
Dristriet of Mimsesata
Hetce of Electronic Filing

b floowmg transachon was entered on 3172004 af 1158 M CAT and fled an 31702004

s M Cigberberz v, Pareer
[ane Mumber: Q] -gv-20

Filer:

Dinematt [ember: 9

Dacket Text:

HOTICE of Heaning on Tobon [2] MIDTICH o Ceagoel: Mobion Hearng set b 4712004 0500 AR in
Bomlan [adkvn,

[t Eadowmg documend(a) are aetociped wih tue rdesnen

Decemest desoriptionsbizn Doruzen

Nriginal fileamesn'a

Fleetrende dovesiom Srang:

ETAME desclifmmp_TD=1051215214 [Dape=31172004] [FileHumber=74707-0]
Sadac ) SR 1BV ETAREA L ST 00T Toal leAcTe Teb R 1 B30 G v 529 TR dkEha TE2D
ST anldéctht 1 T eben B 16 3 b el dcfo e 25 dufc hBanfi 24 hib 1ebic 4 35]

101w 20 Motice will ke electoosically madad tn:

samnrrrd  ammd i A uan ll v preks s rorfribavmern | Gl s s

] Croes

The screen depicted above provides confirmation that ECF has registered your
transaction and the pleading is now an officid court document. It dso displaysthe
date and time of your transaction and the number that was assigned to your documen.
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Y ou should note this number on the document’ s PDF file.
Select [Print] on the web browser toolbar to print the document receipt.

Sdlect [File] on the web browser menu bar, and choose Save As...fromthedrop-
down window to save the receipt to afile on the hard drive of your computer.

Note: The Notice of Electronic Filing is your confirmation that the filing has been
accepted. The Court strongly urges you to copy it to afile on your computer hard-drive,
print it, and retain a hard copy in your persond files.

ECF will dectronicdly transmit the Notice of Electronic Filing to the attorneys
and parties to the case who have supplied their E-mail addressesto the Court. The
ECF filing report dso digplays the names and addresses of individuaswho will not
be dectronicaly notified of thefiling.

Note: Itisthefiler’s responshility to serve hard copies of the pleading and the
Notice of Electronic Filing to attorneys and parties who are not set up for
electronic notification.

E-Mail Notification of Filed Documents

After apleading isdectronicaly filed, the ECF System sendsaNotice of Electronic Filing to
the designated attorneys and parties who have supplied their E-mail addresses to the Court.
Individuas who receive dectronic notification of the filing are permitted one "free look” at the
document by clicking on the associated hyperlinked document number embedded intheNatice
of Electronic Filing. Thefiler is permitted one free look a the document to verify that the
pleading was properly docketed. Pursuant to guiddines set by the Adminigtrative Office of the
U.S. Courts, the freelook is only available for 15 days from the date of thefiling. The Court
strongly urges you to copy the Notice of Electronic Filing and pleading documentsto your
hard-drive for future access. Subsequent retrieval of the case docket sheet and pleading from
ECF must be made through your PACER account and is subject to regular PACER fees.

Certificate of Service

A Cetificate of Serviceisrequired to befiled ether a the time of thefiling in ECF and
attached as a PDF attachment (an example is attached to the back of thismanua) or asa
separate filing in the Ser vice of Process hyperlink located beneeth the I nitial Pleadings
and Service menu option.
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Filing a Memorandum in Support of a Motion in Civil Cases

1. Select the type of document to file
Select Civil from the blue menu bar at the top of the ECF screen. The Civil Event window
opens diolaying dl of the events from which you may choose for your filing. This section of
the Usar's Manud describes the process for filing aMemorandum in Support of a

Motion in ECF. The processis smilar for filing other pleadings in ECF.

Click on Supporting Documents and Responses, under M otions and Related Filings.

2. Enter the case number in which the document is to be filed.
Enter the number of the case for which you are filing amotion and click on [Next].

If the number is entered incorrectly, click M to re-enter. If the computer prompts

thet you entered an invalid case number, dlick on 235K | to re-enter.

When the case number is correct, click on ﬂl )

If multiple case numbers match with the one typed, another window appears asking
which case you wish to make thefiling in.

In most screens a case number verification window gppears. This window is another
opportunity for the filer to be reassured they are filing in the correct case.
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3. Select the type of Other Filing being filed.
From the drop-down list, choose memorandum in support of a motion. Click on [Next].

4. Selecting the Filer
Use the mouse to highlight or select which party(ies) arefiling the affidavit. Click on [Next].

IRespnnses and Replies
0:01cw00020 Osterberg v Parker

Select the filer.
~elect the Party:

Osterberg, Wendy [Plaintiff] AddiCreate New Party
Farker, John [Defendant]

[exd | Clear i

5. Specify the PDF file name and location for the document to be filed.

|Responses and Replies
0:01cw00020 Osterberg w. Parker

=elect the pdf document (for example: CA19%w501-21 pdf).

Filename

I Browse.., |

Attachments to Document: & Mo © Yes

Mlexd | Clear |
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Note: Itisimperativethat you atach an dectronic copy of the actud pleading when prompted
by the system. All documents thet you intend to filein ECF MUST reside in PDF
format. Otherwise, ECF will not accept the document and users will be unable to
retrieve and read your document from within ECF.

* You mus link the PDF document to thefiling. Click on the [Browseg] button. ECF
opens the following screen.

Look in: I:\ﬁ Dezktop “'_! %I ﬁii I
E ty Computer [ farms
‘fi} ky Documents Cldac
'_!'1', M etwark, Meighborbiood [ tarch 10
|1 Calendar [ materialz from others
=3 compLter securty 2 Org-6 Manual
|1 dawiz | pam
| Flowcharts from kO [ site wisit
¢l | 2l
File narme; I Open |
Files of twpe: i,-i'-.ll Files [*.%) ;i Cancel |
i

= Navigate to the appropriate directory and file name to select the PDF document
you wish tofile

= Highlight thefile to upload to ECF.

Note: Inordertoverify that you have selected the correct document, right mouseclick on
the highlighted file name to open a quick menu and left mouse click on [open].
Adobe Acrobat or Acrobat Reader will launch and open the PDF document that
you sgected. Y ou should view it to verify that it is the correct document.

File Upload
Laok jn: | ‘=3l PDF Files =l

;I:Il:h::'-.-"l 07 rmatian

Select

Prirt ’ !

Bl Add o Zip

Once you have verified the document is correct, close Adobe Acrobat and click on the
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[Open] button. ECF closes the File Upload screen and inserts the PDF file name and
location in the Responses and Replies screen.

If there are no attachments to the motion, click on[Next]. A new M otions window
opens. Go to Section 7, “ M odifying Docket Text,” to proceed with your filing.
If you have Attachments to your memorandum, you will sdect [Yes] on the screen

depicted above. Click on [Next] and proceed to the first step in Section 5, “ Adding
Attachmentsto Documents Being Filed”.

In the event you selected and highlighted afile that is not in PDF format, ECF will display the
following error message after you d}'d( on the [Next] button.

|Mntiuns /
003cy00001 Weagner v, Osterberg

EEE.COE: Document 15 not a well-formed PDF document the further mformation 15 avallable).

Back I

ECF will not permit you to sdlect afile for your pleading thet is not in PDF format.

Click on the [Back] button and ECF will return to the Responses and Repliesscreen.
Sdect and highlight the PDF file of your pleading and proceed as before.

Failureto Sdlect A Document to File

If you fail to select a document to file with your pleading, ECF will display the error message
depicted below.

If you dick [OK] from the screen depicted above ECF will return you to the M otions
screen. 'Y ou cannot proceed without attaching PDF document.

5. Add attachments to documents being filed

If you acknowledged the need to attach documentsto your memorandum during the previous
step, anew Attachment screen appears.
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IResponses and Replies
0:01cv00020 Osterberg v, Parker

Select one or more attachments.
13 Enter the pdf document that contans attachment (for example: Clappendoz pdf).

Filename
II Browse... |

21 At wour option, select a document type andfor enter a description,
Type Description

31 Add the filename to the st box below. If you have more attachments, go back to

Add to List |

Femowe fram List |

[let

Click on [Browsg] to search for the document file name of the attachment.

Next to the field for attachment Type, click on the arrow and ECF opens a pulldown
screen. Highlight the type of atachment from the displayed sdection.

To describe the attachment more fully, click in the Description box and type aclear and
concise description of the attachment.

Click on[Add to List].

ECF adds the sdected document as an attachment to the pleading. A new
attachments screen opens to display the file name of the newly attached document.

Repeat the sequence for each additiona attachment.

After adding dl of the desired PDF documents as attachments, click on [Next].
When attachments and exhibits are in paper format

Attachments and exhibits that cannot be created and filed dectronicaly and when scanned
are greater than 2MB in Size, may be submitted in paper format. Filers should submit a
request to the District Court for review of paper filings. Look in the ECF procedurd guide
for more details on this procedure.

Note: For moderate length paper attachments, consider dividing them into two or
more smdller atachments, scanning, and filing them dectronically.
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6. Refer to an Existing Event?

Thiswindow alows thefiler to link the memorandum with other documents that have been filed

aready. A lig of previoudy filed documents appears. Using the mouse, sdlect by dlicking in the

checkboxes provided, which documents you wish to link the memorandum to. Click on [Next].

Responses and Replies
0100020 Ostarberg W, Paar

Redact bhe grproprials avekiiil b wildek o vl relkiieg.

l_ 027242004 4 EEPCOET AND BECCOMMEMNDUATICH re [2] MICTIO For Summarny
Tudgmesit Hed bar Toby Pardeer Objections to 2R doe by 352004 Sigred by
Tirdge Arthur J Belan on Q224404 (admin )

™ 03222004 T MACTIOM fer Discovery of Derumemis by John Fadoer. [(Attomey1, )

E Claar !

7. Modify docket text

[Responses and Replies
(010400020 Ogterterg v Poriar

Docieat Text: Modliy as Apgiopriae,

BAERI R AT in Suppars re [ 7] BAOTION for Diseovery of Dovumens | fed by Jodm
Farker _ jAttomeyl, b

el e

Click in the open text area to type additiond text for the description of the pleading. Click on
the[Next] button.

8. Submit the pleading.

Review the docket text and correct any errors. If you need to modify dataon a previous
screen, click the [Back] button on the web browser toolbar to find the screen you wish to
ater. Click on the[Next] button to file and docket the pleading.

responses and Replies
0:01cy00020 Osterberg v, Parker

Docket Text: Final Text
MEMORAMNDUM in Support re [F7] MOTION for Discovery of Documents filed by John Parker. {Attorney1, )

ittention!! Pressing the NEXT hutton on this screen commits this transaction. ¥ ou will have no further opportunity to
modify this transaction if you continue.

ext] Clear I

CM/ECF User’s Manual (June 1, 2004) 49 Minnesota District Court




Note: The screen depicted above contains the following warning.

Pressing the NEXT button on this screen commitsthistransaction. You will have no
further opportunity to modify thistransaction if you continue.

At any time prior to this step, you can abort the ECF filing or return to

previous screens by:
clicking on any hyperlink on the Blue ECF menu bar to abort the current transaction.
ECF will reset to the beginning of the process you just selected.

clicking on the Web Browser [Back] button until you return to the desired screen.

9. Notice of Electronic Filing
Responses and Replies
00 eDO0A0 Dsierber v Faoar

%, Dhistrict Clowst
Dhstriet of Mienesota
[oeace of Electreqa: Fileg

Ihe followng transachon was epbered oo 323 2004 at 128 BM CST and fled an 3000

[ een Mamae: Oisterbery v, Farcer
|- ase TNumber: 0:01-cu-20
Filer: Jebn Farker

Procusmenn Fumber: 11

[roekier Tewt:
MEMOEAMDUM o Svpp ot e [ T] BOOTIOMN for Discovery of Dovarents Bed by Jobn Pardcer, (Attarneyl, )

[ha folkowing doemmend(s) ara asseciatsd with tie rmiacticn

Pocument desoription:Idam Tocmment

[rxgimal Glename:n'a

Electy omie dosusnant Seamg:

STAMP drecfStanp ID=1051213216 [Date=32 22004 ] [FieNumber=T6 19007
LR THEN ef21 1 LEa3n ok Jald d1eal6 2] IS He 22 TRET1 2301 3 bad bl ST EL T
Sbedaidib 2B 1251329530 ERS56T 6 Leab Jald Skt i) 1527 Tac ek BS] |

The screen depicted above provides confirmation that ECF has registered your

transaction and the pleading is now an officia court document. It also displays the
date and time of your transaction and the number that was assigned to your documertt.
Y ou should note this number on the document’s PDF file.

Sdlect [Print] on the web browser toolbar to print the document receipt.

Sdlect [File] on the web browser menu bar, and choose Save As...fromthedrop-
down window to save the receipt to afile on the hard drive of your computer.

Note: The Noticeof Electronic Filing representsyour Certificate of Service. The Court
strongly urges you to copy it to afile on your computer hard-drive, print it, and retain a
hard copy in your personal files

ECF will dectronicdly transmit the Notice of Electronic Filing to the attorneys
and parties to the case who have supplied their E-mail addressesto the Court. The
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ECF filing report dso digplays the names and addresses of individuaswho will not
be dectronicaly natified of thefiling. Itisthefiler’s responsbility to serve hard
copies of the pleading and the Notice of Electronic Filing to attorneys and parties
who are not set up for eectronic notification.

E-Mail Notification of Filed Documents

After apleading isdectronicaly filed, the ECF System sendsaNatice of Electronic Filing to
the designated attorneys and parties who have supplied their E-mail addresses to the Court.
Individuals who receive dectronic natification of the filing are permitted one "freelook” at the
document by clicking on the associated hyperlinked document number embedded in theNotice
of Electronic Filing. Thefiler is permitted one free ook at the document to verify that the
pleading was properly docketed. Pursuant to guiddinesset by the Administrative Office of the
U.S. Courts, the free look is only available for 15 days from the date of thefiling. The Court
strongly urges you to copy the Notice of Electronic Filing and pleading documentsto your
hard-drive for future access. Subsequent retrieval of the case docket sheet and pleading from
ECF must be made through your PACER account and is subject to regular PACER fees.

Note: It is the responghbility of filers to send hard copies of the pleading and Notice of
Electronic Filing to attorneys and pro se partieswho haveindicated they do not have E-mal
accounts.

Certificate of Service

A Cetificate of Serviceisrequired to befiled ether a the time of thefiling in ECF and
attached as a PDF attachmert (an example is attached to the back of thismanua) or asa
separate filing in the Ser vice of Process hyperlink located beneeth the I nitial Pleadings
and Service menu option.
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Filing an Affidavit in Support of a Motion in Civil Cases

1. Select thetype of document to file
Sdlect Civil from the blue menu bar at the top of the ECF screen. The Civil Event window
opens displaying dl of the events from which you may choose for your filing. This section of
the User's Manual describes the process for filing an Affidavit in Support of a Motionin
ECF. The processis amilar for filing other pleadingsin ECF.

Click on Supporting Documents and Responses, under M otions and Related Filings.

2. Enter the case number in which the document is to be filed.
Enter the number of the case for which you arefiling amotion and click on [Next].

If the number is entered incorrectly, click M to re-enter. If the computer prompts

thet you entered an invalid case number, dlick on 235K |to re-enter.

When the case number is correct, click on ﬂl )

If multiple case numbers match with the one typed, another window appears asking
which case you wish to make thefiling in.

In most screens a case number verification window appears. This window is another
opportunity for the filer to be reassured they arefiling in the correct case.
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3. Select the type of Other Filing being filed.
From the drop-down lit, choose affidavit in support of a motion. Click on [Next].

4. Selecting the Filer
Use the mouse to highlight or sdect which party(ies) arefiling the affidavit. Click on [Next].

IRespnnses and Replies
0:01cw00020 Osterberg v Parker

Select the filer.
~elect the Party:

Osterberg, Wendy [Plaintiff] AddiCreate New Party
Farker, John [Defendant]

[exd | Clear i

5. Specify the PDF file name and location for the document to be filed.

|Responses and Replies
0:01cw00020 Osterberg w. Parker

=elect the pdf document (for example: CA19%w501-21 pdf).

Filename

I Browse.., |

Attachments to Document: & Mo © Yes

Mlexd | Clear |
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Note: Itisimperativethat you atach an dectronic copy of the actud pleading when prompted
by the system. All documents thet you intend to filein ECF MUST reside in PDF
format. Otherwise, ECF will not accept the document and users will be unable to
retrieve and read your document from within ECF.

* You mus link the PDF document to thefiling. Click on the [Browseg] button. ECF
opens the following screen.

ooze file 2] %]
Look in: I:\ﬁ Dezktop “'_! %I ﬁii I
E ty Computer [ farms
‘fi} ky Documents Cldac
'_!'1', M etwark, Meighborbiood [ tarch 10
|1 Calendar [ materialz from others
=3 compLter securty 2 Org-6 Manual
|1 dawiz | pam
| Flowcharts from kO [ site wisit
¢l | 2l
File narme; I Open |
Files of twpe: i,-i'-.ll Files [*.%) ;i Cancel |
i

= Navigate to the gppropriate directory and file name to select the PDF document
you wish tofile

= Highlight thefile to upload to ECF.

Note: Inorder to verify that you have selected the correct document, right mousedick on
the highlighted file name to open a quick menu and left mouse click on [open].
Adobe Acrobat or Acrobat Reader will launch and open the PDF document that
you sgected. Y ou should view it to verify that it is the correct document.

File Upload
Laok jn: | ‘=3l PDF Files =l

;I:Il:h::'-.-"l 07 rmatian

Select

Prirt ’ !

Bl Add o Zip
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Once you have verified the document is correct, close Adobe Acrobat and click on the
[Open] button. ECF closesthe File Upload screen and inserts the PDF file name and
location in the M otions screen.

If there are no attachments to the mation, click on[Next]. A new M otions window
opens. Go to Section 7, “ M odifying Docket Text,” to proceed with your filing.
If you have Attachments to your answer, you will sdect [Y es] on the screen depicted

above. Click on[Next] and proceed tothefirst stepin Section 5, “ Adding Attachments
to Documents Being Filed”.

In the event you sdlected and highlighted afile that isnot in PDF format, ECF will display the
following error message after you d}'ck on the [Next] button.

|Mntiuns /
0:03cv00001 Wegner v, Osterberg

EEEOE: Document i3 not a well-formed PDF document (ho further mformation 13 available).

Back |

ECF will not permit you to sdlect afile for your pleading that is not in PDF format.

Click on the[Back] button and ECF will return to the Answer s to Complaints screen.
Sdect and highlight the PDF file of your pleading and proceed as before.

Failureto Sdect A Document to File

If you fail to select a document to file with your pleading, ECF will display the error message
depicted below.

If you dick [OK] from the screen depicted above ECF will return you to the M otions
screen. Y ou cannot proceed without attaching PDF document.

5. Add attachments to documents being filed

If you acknowledged the need to attach documents to your motion during the previous step, a
new Attachment screen appears.
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IResponses and Replies
0:01cv00020 Osterberg v, Parker

Select one or more attachments.
13 Enter the pdf document that contans attachment (for example: Clappendoz pdf).

Filename
II Browse... |

21 At wour option, select a document type andfor enter a description,
Type Description

31 Add the filename to the st box below. If you have more attachments, go back to

Add to List |

Femowe fram List |

[let

Click on [Browsg] to search for the document file name of the attachment.

Next to the field for atachment Type, click on the arrow and ECF opens a pulldown
screen. Highlight the type of atachment from the displayed selection.

To describe the attachment more fully, click in the Description box and type aclear and
concise description of the attachment.

Click on[Add to List].

ECF adds the sdected document as an atachment to the pleading. A new
attachments screen opens to display the file name of the newly attached document.

Repeat the sequence for each additiona attachment.

After adding dl of the desired PDF documents as attachments, click on [Next].
When attachments and exhibits are in paper format

Attachments and exhibits that cannot be created and filed dectronicaly and when scanned
are greater than 2MB in Size, may be submitted in paper format. Filers should submit a
request to the Digtrict Court for review of paper filings. Look in the ECF procedurd guide
for more details on this procedure.

Note: For moderate length paper attachments, consider dividing them into two or
more smaller attachments, scanning, and filing them dectronically.
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6. Name of Affiant

Thiswindow dlowsthe filer to add the name of the person that signed the affidavit. Typethe
information the text box provided. Click on [Next].

7. Refer to an Existing Event?
Thiswindow dlowsthefiler to link the affidavit with other documents that have been filed
aready. Click on the checkbox provided to sdlect another document. Click on [Next].

If this option was selected, alist of previoudy filed documents appears. Using the mouse, select
by clicking in the checkboxes provided, which documents you wish to link the affidavit to. Click
on [Next].

8. Modify docket text

Other Documents
0310029 Johnsan v, Hudleston

Docket Text: Madify as Appropriate.

AFFIDAVIT re [9] MMOTLON to Compel Evidence MOTION to Contivoe hy Sarah
Hudleston . (Attorneyl0, )

EI Clear l

Click in the open text area to type additional text for the description of the pleading. Use the
drop-down boxesto asss in the clarifying text. Click on the [Next] button.

9. Submit the pleading.

Review the docket text and correct any errors. |f you need to modify data on a previous
screen, click the [Back] button on the web browser toolbar to find the screen you wish to
ater. Click on the [Next] button to file and docket the pleading.

|other Documents
5:02cv00029 Johnson v, Hudleston

Docket Text: Final Text
AFFIDAVIT re [9] MOTION to Compel Evidence MOTION to Continue by Sarah Hudleston. (Attorney10,)

Attention!! Pressing the NEXT button on this screen commits this transaction. You will have no further opportunity to
modify this transaction if you continue.

Nextl Clear |
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Note: The screen depicted above contains the following warning.
Pressing the NEXT button on this screen commitsthistransaction. You will have
no further opportunity to modify thistransaction if you continue.

At any time prior to this step, you can abort the ECF filing or return to

previous screens by:
clicking on any hyperlink on the Blue ECF menu bar to abort the current transaction.
ECF will reset to the beginning of the process you just selected.

clicking on the Web Browser [Back] button until you return to the desired screen.

10. Notice of Electronic Filing
[Hutive «f Eloctroe: Flg

[The folkremng tranzachon was entered on I0H2000 2 316 AW C5T and Aed ox 313204
Casn Namwe: Jehnsen 7 Hudkaton
Case Number:  fill2cv-25

|Files: Garah Huddslon
Dhecemest Numbor 7
(Dncket Text

[ATERER to Complart with Jiry Denend Frat THIRD PARTY COMFLATNT sgpmet AFC Blecromes by Sarch Budesion (Anereyl0, )
[The felloumg decuren(s] ae aseoned wih tes Tascton
D ocusen des eriptivon: ben Diocunend

Hiriznal flename:n's
|Electrunes documest Stamp:

[STANP doecfBtamy =1001215216 [Date=3r1 52004] [Fellunber=TaM00]
2T F e 1 7 BT a0 B R B R T b TS 14 d H89 B T o MELRD
Joobfat e e 324 d et S St 1 bl e 1 0 M 3T e T 156
:03-£v-20 Neber will ke ebectreaically maded to:

ity Andereon Bt Wemeri@imod woawis goe,

attommey 10 rined otreen | B d usc ourts goe

i:0%-ev- 29 Wedber will st he elecooniedlly maded i

The screen depicted above provides confirmation that ECF has registered your
transaction and the pleading is now an officia court document. It dso displays the
date and time of your transaction and the number that was assigned to your document.
Y ou should note this number on the document’s PDF file.

Select [Print] on the web browser toolbar to print the document receipt.

Select [File] on the web browser menu bar, and choose Save As...fromthedrop-
down window to save the receipt to afile on the hard drive of your computer.

Note: TheNoticeof Electronic Filingrepresentsyour Certificateof Service. The Court
strongly urges you to copy it to afile on your computer hard-drive, print it, and retain a
hard copy in your persond files.

ECF will dectronicdly transmit the Notice of Electronic Filing to the attorneys
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and parties to the case who have supplied their E-mail addressesto the Court. The
ECF filing report aso displays the names and addresses of individuas who will not
be dectronically notified of thefiling. Itisthefiler’s responshility to serve hard
copies of the pleading and the Notice of Electronic Filing to attorneys and parties
who are not set up for eectronic notification.

E-Mail Notification of Filed Documents

After apleading isdectronicaly filed, the ECF System sendsaNotice of Electronic Filing to
the designated attorneys and parties who have supplied their E-mail addresses to the Court.
Individuas who receive dectronic notification of the filing are permitted one "free look” at the
document by clicking on the associated hyperlinked document number embedded in theNotice
of Electronic Filing. Thefiler is permitted one free ook at the document to verify that the
pleading was properly docketed. Pursuant to guiddines set by the Adminigtrative Office of the
U.S. Courts, the free look is only available for 15 days from the date of the filing. The Court
strongly urges you to copy the Notice of Electronic Filing and pleading documentsto your
hard-drive for future access. Subsequent retrieval of the case docket sheet and pleading from
ECF must be made through your PACER account and is subject to regular PACER fees.

Note: It is the responghility of filers to send hard copies of the pleading and Notice of
Electronic Filing to attorneys and pro se partieswho haveindicated they do not have E-mal
accounts.

Certificate of Service

A Cetificate of Serviceisrequired to befiled ether a the time of thefiling in ECF and
attached as a PDF attachment (an example is attached to the back of this manud) or asa
separate filing in the Ser vice of Process hyperlink located beneath the I nitial Pleadings
and Service menu option.
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Filing Exhibits in Civil Cases
1. Select the type of document to file

Sdlect Civil_ from the blue menu bar at the top of the ECF screen. The Civil Event window
opens displaying dl of the events from which you may choose for your filing. This section of
the User's Manua describes the process for filing Exhibitsin ECF. The processis smilar
for filing other pleadingsin ECF.

Click on Trial Documents, under Other Filingsor Supporting Documents and
Responses, under M otions and Related Filings.

2. Enter the case number in which the document is to be filed.
Enter the number of the case for which you are filing amotion and click on [Next].

If the number is entered incorrectly, click M to re-enter. If the computer prompts

thet you entered an invalid case number, dlick on 235K | to re-enter.

When the case number is correct, click on ﬂl )

If multiple case numbers match with the one typed, another window appears asking
which case you wish to make thefiling in.

In most screens a case number verification window gppears. This window is another
opportunity for the filer to be reassured they are filing in the correct case.
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3. Select the Docket Sub-type.
From the drop-down ligt, choose exhibits. Click on [Next].

4. Specify the PDF file name and location for the document to be filed.

Trial Documents
00 evD0020 Osterberg v, Parker

Date document filed (mandatory)
31842004

=elect the pdf document (for example: CA9%cw501-21 pdi).

Filename

| Browse, . I

Attachments to Document: © o & Yes

Next Clear i

Note: Itisimperativethat you atach an dectronic copy of the actud pleading when prompted
by the system. All documents that you intend to filein ECF MUST reside in PDF
format. Otherwise, ECF will not accept the document and users will be unable to
retrieve and read your document from within ECF.

* You mus link the PDF document to the filing. Click on the [Browse] button. ECF
opens the following screen.
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Choose file 2] %]
Look in: Im Desktap _"_! %ﬁi‘ ﬁl

E ty Computer [ farms

‘E} ky Documents Cldac

'_!'1', M etwark, Meighborbiood [ tarch 10

|1 Calendar [ materialz from others

=3 compLter securty 2 Org-6 Manual

1 dawis Ca pam

|1 Flawcharts fram MD [ site wisit

N i

File narme; I Open |
Files of twpe: i,-i'-.ll Files [*.%) ;i Cancel |

o

» Navigate to the appropriate directory and file name to select the PDF document
you wish tofile

= Highlight thefile to upload to ECF.

Note: Inordertoverify that you have selected the correct document, right mouseclick on
the highlighted file name to open a quick menu and left mouse click on [open].
Adobe Acrobat or Acrobat Reader will launch and open the PDF document that
you sdected. Y ou should view it to verify that it is the correct document.

File Upload
Laok jn: | ‘=3l PDF Files =l

;I:Il:h::'-.-"l 07 rmatian

Select

Prirt ’ !

Bl Add o Zip

Once you have verified the document is correct, close Adobe Acrobat and click on the
[Open] button. ECF closes the File Upload screen and inserts the PDF file name and
location inthe Trial Documents screen.

If there are no attachments to the exhibits, click on[Next]. A new Trial Documents
window opens. Go to Section 6, “ Selecting the Filer,” to proceed with your filing.

If you have Attachments to your answer, you will sdect [Y es] on the screen depicted
above. Click on[Next] and proceed to thefirst step in Section 5, “ Adding Attachments
to Documents Being Filed”.
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In the event you sdlected and highlighted afile that isnot in PDF format, ECF will display the
following error message after you cl)'ck on the [Next] button.

Trial Documents 5/
0:01cy00020 Osterberg v, Parker

EEEOE: Document 15 not a well-formed PDF document (ho further mformation 15 avalable).

Back |

ECF will not permit you to sdect afile for your pleading that is not in PDF format.

Click on the[Back] button and ECF will return to the Trial Documentsscreen. Select
and highlight the PDF file of your pleading and proceed as before.

Failureto Select A Document to File
If you fail to sdect adocument to file with your pleading, ECF will display the error message

If you dlick [OK] from the screen depicted above ECF will return you to the Trial
Documents screen. 'Y ou cannot proceed without attaching PDF document.

5. Add attachments to documents being filed

If you acknowledged the need to attach documents to your motion during the previous step, a
new Attachment screen appears.
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Trial Documents
00ewD0020 Osterberg v, Parker

Select one or more attachments.
13 Enter the pdf document that contains attachment (for example: Clappendz pdf).
Filename

l Browse. .. I

21 At vour option, select a document type andfor enter a descnption.

Type Description
l i

) Add the filename to the st box below. Ifyou have more attachments, go back to

Al to List |

Remove from List I

Click on [Browsg] to search for the document file name of the attachment.

Next to the fidld for attachment Type, click on the arrow and ECF opens a pulldown
screen. Highlight the type of attachment from the displayed sdection.

To describe the attachment more fully, click in the Description box and type aclear and
concise description of the attachment.

Click on[Add to List].

ECF adds the sdected document as an attachment to the pleading. A new
attachments screen opens to display the file name of the newly attached document.

Repeat the sequence for each additiona attachment.

After adding dl of the desired PDF documents as attachments, click on [Next].
When attachments and exhibits are in paper format

Attachments and exhibits that cannot be crested and filed eectronically and when scanned
are gregter than 2MB in Size, may be submitted in paper format. Filers should submit a
request to the Digtrict Court for review of paper filings. Look to the ECF procedurd guide
for more details on this procedure.

Note: For moderate length paper atachments, consider dividing them into two or
more smaller attachments, scanning, and filing them dectronicaly.

CM/ECF User’s Manual (June 1, 2004) 64 Minnesota District Court




6. Selecting the Filer
Use the mouse to highlight or select which party(ies) are filing the exhibits. Click on [Next].

Trial Documents
11 gy P

[select the filer,
Baleet the Party:

Disharban Ywandy [Fl=intif] AddiCreate Hew Paty
Parkar. Jahn [Cetendard]
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7. Modify docket text

Trial Documents
00 cv00020 Dsterberg v, Parlesr

Docket Text: Medify as Appropriata.
ENHIEIT | by Johm Parker .. (Adtachments: # (1) Exkibit Tahs A- W (2} Exhehet Tabes I-5)
(Attormeyl,

Click in the open text area to type additiond text for the description of the pleading. Use the
drop-down boxesto asss in the dlarifying text. Click on the [Next] button.

8. Submit the pleading.

Review the docket text and correct any errors. If you need to modify data on a previous

screen, click the [Back] button on the web browser toolbar to find the screen you wish to
ater. Click on the [Next] button to file and docket the pleading.

Trial Documents
Q000 Oistarbary v Parkear

[ el Tt Flivad Tizan

EXHIENT bry John Parker_ [Attachments: # 1) Exhibit Tabs A-M# (%) Exhibit Tabs N-ZWAttomey1, )

Attemitian!] Preging tho WENT hetton en this sersan eomnits thic trassaetion. Vow will hove no firther oppsstanity to
s dify this ransaedon  yeu continse.

Note: The screen depicted above contains the following warning.

Pressing the NEXT button on this screen commitsthistransaction. You will have no
further opportunity to modify thistransaction if you continue.

At any time prior to this step, you can abort the ECF filing or return to
previous screens by:

clicking on any hyperlink on the Blue ECF menu bar to abort the current transaction.
ECF will reset to the beginning of the process you just sdlected.

clicking on the Web Browser [Back] button until you return to the desired screen.
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9. Notice of Electronic Filing

Criminal . Query * Reports

Trial Documents
0:01cy00020 Osterberg v, Parker

U.S. District Court

District of Minnesota

Motice of Electronic Filing

[The following transaction was entered on 3/18/2004 at 0:06 AW CST and filed on 3/18/2004

Case Name: Oisterberg v. Parker
Case Number: 0:01-cw-20
Filer: John Parker

Document Number: 10

[Crocket Text:
[EXTHIBIT by John Parker . (Attachments: # (1) Extubit Tabs A-W# (2) Exhibit Tabs -2 Attorney]1, )

[The following document(s) are assoctated with this transaction:

ocument description: Main Document
(Original filename:nfa
lectronic document Stamp:

[STAMP deectStamp. ID=1051215216 [Date=3/1%/2004] [FileMumber=74710-0]
[404eb3F53463bad 2856277 dbA0e8H 622642674 3be 105ba3ddT6beac0s 2Racc8d73b
0226fca?d56bas2dabTSeaTb 188dE10db 14bEa2E6 dedbid5daé 1400003b]]

44 m

The screen depicted above provides confirmation that ECF has registered your
transaction and the pleading is now an officia court document. It dso digplays the
date and time of your transaction and the number that was assigned to your document.
Y ou should note this number on the document’s PDF file.

Select [Print] on the web browser toolbar to print the document receipt.

Sdlect [File] on the web browser menu bar, and choose Save As...from thedrop-
down window to save the receipt to afile on the hard drive of your compuiter.

Note: The Notice of Electronic Filing is your confirmation that the filing has been

accepted. The Court strongly urges you to copy it to afile on your computer hard-drive,
print it, and retain a hard copy in your persond files.

ECF will dectronicdly tranamit the Notice of Electronic Filing to the attorneys
and parties to the case who have supplied their E-mail addressesto the Court. The

ECF filing report aso displays the names and addresses of individuas who will not
be dectronicdly natified of the filing.

Note: Itisthefiler’s responghility to serve hard copies of the pleading and the

Notice of Electronic Filing to attorneys and parties who are not set up for
electronic notification.
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E-Mail Notification of Filed Documents

After apleadingisdectronicdly filed, the ECF System sendsaNotice of Electronic Filing to
the designated attorneys and parties who have supplied their E-mail addresses to the Court.
Individuas who receive dectronic natification of thefiling are permitted one "freelook” at the
document by clicking on the associated hyperlinked document number embedded intheNatice
of Electronic Filing. Thefiler is permitted one free ook at the document to verify that the
pleading was properly docketed. Pursuant to guidelines set by the Adminidrative Office of the
U.S. Courts, the free look is only available for 15 days from the date of thefiling. The Court
strongly urges you to copy the Notice of Electronic Filing and pleading documentsto your
hard-drive for future access. Subsequent retrieva of the case docket sheet and pleading from
ECF must be made through your PACER account and is subject to regular PACER fees.

Certificate of Service

A Cetificate of Serviceisrequired to befiled ether a the time of thefiling in ECF and
attached as a PDF attachment (an example is attached to the back of thismanua) or asa
separate filing in the Ser vice of Process hyperlink located beneeth the I nitial Pleadings
and Service menu option.
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Filing a Certificate of Service in Civil Cases

Certificates of service can either be filed as an atachment in ECF during afiling. If thisis done,
the filer must firgt find out ahead of time who will receive the filing by e-mail and whom the filer
must send hard copiesto. This can be achieved by clicking on UtilitiesMailinggMailing Info for
aCase If thefiler isfiling multiple events at the same time, then a separate certificate of service
can be filed and the steps are outline below.

1. Select the type of document to file
Sdlect Civil from the blue menu bar at the top of the ECF screen. The Civil Event window
opens displaying dl of the events from which you may choose for your filing. This section of
the User's Manua describes the process for filing Certificates of Servicein ECF. The
processisamilar for filing other pleadingsin ECF.

Click on Initial Pleadings and Ser vices, under Ser vice of Process.

2. Enter the case number in which the document is to be filed.
Enter the number of the case for which you are filing amotion and click on [Next].

If the number is entered incorrectly, click M to re-enter. If the computer prompts

thet you entered an invalid case number, dlick on 235K |to re-enter.

When the case number is correct, click on ﬂl )

If multiple case numbers match with the one typed, another window appears asking
which case you wish to make thefiling in.

In most screens a case number verification window appears. This window is another
opportunity for thefiler to be reassured they arefiling in the correct case.
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3. Select the Docket Sub-type.
From the drop-down list, choose cer tificate of service. Click on [Next].

4. Specify the PDF file name and location for the document to be filed.

Service of Process:
L0 cwDD0Z20 Osterberg v, Parker

=elect the pdf document (for example: CA199cw201-21 pdb).

Filename

I Browse. . I

Attachments to Document: & Mo © Yes

Nextl Clear |

Note: Itisimperativethat you attach an eectronic copy of the actua pleading when prompted
by the system. All documents thet you intend to file in ECF MUST resde in PDF
format. Otherwise, ECF will not accept the document and users will be unable to
retrieve and read your document from within ECF.

= Youmug link the PDF document to thefiling. Click on the [Browseg] button. ECF
opens the following screen.
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Choose file 2] %]
Look in: Im Desktap _"_! %ﬁi‘ ﬁl

E ty Computer [ farms

‘E} ky Documents Cldac

'_!'1', M etwark, Meighborbiood [ tarch 10

|1 Calendar [ materialz from others

=3 compLter securty 2 Org-6 Manual

1 dawis Ca pam

|1 Flawcharts fram MD [ site wisit

N i

File narme; I Open |
Files of twpe: i,-i'-.ll Files [*.%) ;i Cancel |

o

» Navigate to the appropriate directory and file name to select the PDF document
you wish tofile

= Highlight thefile to upload to ECF.

Note: Inorder toverify that you have selected the correct document, right mouseclick on
the highlighted file name to open a quick menu and left mouse click on [open].
Adobe Acrobat or Acrobat Reader will launch and open the PDF document that
you sdlected. Y ou should view it to verify that it is the correct document.

File Upload
Laok jn: | ‘=3l PDF Files =l

;I:Il:h::'-.-"l 07 rmatian

Select

Prirt ’ !

Bl Add o Zip

Once you have verified the document is correct, close Adobe Acrobat and click on the
[Open] button. ECF closes the File Upload screen and inserts the PDF file name and
location in the Ser vice of Process screen.

If there are no attachments to the exhibits, click on[Next]. A new Service of Process
window opens. Go to Section 6, “ Selecting the Filer,” to proceed with your filing.

If you have Attachments to your answer, you will sdect [Y es] on the screen depicted
above. Click on[Next] and proceed to thefirst step in Section 5, “ Adding Attachments
to Documents Being Filed”.
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In the event you sdlected and highlighted afile that isnot in PDF format, ECF will display the
following error message after you cl)'ck on the [Next] button.

Service of Process: E/
o0 cyDD0Z20 Osterberg v, Parker

EEE.COE.: Document is not a well-formed PDF document (o farther information 15 available).

Back |

ECF will not permit you to sdect afile for your pleading that is not in PDF format.

Click on the[Back] button and ECF will returnto theSer vice of Processscreen. Select
and highlight the PDF file of your pleading and proceed as before.

Failureto Select A Document to File
If you fail to select a document to file with your pleading, ECF will display the error message

If you click [OK] from the screen depicted above ECF will return you to the Trial
Documents screen. 'Y ou cannot proceed without attaching PDF document.

5. Add attachments to documents being filed

If you acknowledged the need to attach documents to your motion during the previous step, a
new Attachment screen appears.
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Service of Process:
0.0 cw00020 Osterberg v, Parker

Select one or more attachments.
1) Enter the pdf document that contains attachment (for example: Clappendiz pdf).
Filename

I Browse. . |

20 At yvour option, select a document type andfor enter a description.

Type Description
I =l

33 Add the filename to the st box below. If you have more attachments, go back to St

Addto List I

Rermowe from List |

Click on [Browsg] to search for the document file name of the attachment.

Next to the field for attachment Type, click on the arrow and ECF opens a pulldown
screen. Highlight the type of attachment from the displayed sdection.

To describe the atachment more fully, click in the Description box and type aclear and
concise description of the attachment.

Click on[Add to List].

ECF adds the sdected document as an atachment to the pleading. A new
attachments screen opens to display the file name of the newly attached document.

Repeat the sequence for each additiona attachment.

After adding dl of the desired PDF documents as attachments, click on [Next].
When attachments and exhibits are in paper format

Attachments and exhibits that cannot be created and filed eectronicdly and when scanned
are greater than 2MB in Size, may be submitted in paper format. Filers should submit a
request to the Digtrict Court for review of paper filings. Look to the ECF procedura guide
for more details on this procedure.

Note: For moderate length paper attachments, consder dividing them into two or
more smdller atachments, scanning, and filing them dectronically.

6. Selecting the Filer
Use the mouse to highlight or select which party(ies) are filing the certificate of service. Click on
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[Next].

Service of Process:
0:01cv00020 Osterberg v, Parker

Select the filer.

Select the Party:

AddiCreate MNew Party

M Clear |

7. Refer to an Existing Event?
Thiswindow dlows thefiler to link the affidavit with other documents that have been filed
aready. Click on the checkbox provided to sdect another document. Click on [Next].

If this option was sdected, alist of previoudy filed documents appears. Using the mouse, select
by clicking in the checkboxes provided, which documents you wish to link the affidavit to. Click
on [Next].

7. Modify docket text

lﬁ-unrlcu of Process:
iy ] v _Parkar

Dociost Texl: Modify s fp propiate.
CERTIFICATE OF EERVICE by Jokn Pavkear re [8] MO TION ta Campel [ (Attarmeyl, b

Click in the open text areato type additiond text for the description of the pleading. Use the
drop-down boxesto assgt in the darifying text. Click on the [Next] button.
8. Submit the pleading.

Review the docket text and correct any errors. If you need to modify dataon a previous
screen, click the [Back] button on the web browser toolbar to find the screen you wish to
ater. Click on the[Next] button to file and docket the pleading.
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[Eervice of Process:
1.0 w000 Crfarbarg v Parker

Desckart Tast: Final Test
CERTIFICATE OF SERVICE by John Parkes re [0 MOTION to Comgel (Altarmeyd,

mmention!! Pratsieg tha NEXT hutes s this sereon cesseits this orasdartes. Yes will kave no fenthor spgertundny ie
ey thix fransaction if yem conkinue,

Note: The screen depicted above contains the following warning.

Pressing the NEXT button on this screen commitsthistransaction. Y ou will have no
further opportunity to modify thistransaction if you continue.

At any time prior to this step, you can abort the ECF filing or return to

previous screens by:
clicking on any hyperlink on the Blue ECF menu bar to abort the current transaction.
ECF will reset to the beginning of the process you just sdlected.

clicking on the Web Browser [Back] button until you return to the desired screen.

9. Notice of Electronic Filing

TU.8. District Court
District of Minnesota
Motice of Electronic Filing

[he following transaction was entered on 3/18/2004 at 0:22 AW CET and filed on 3/18/2004

Case Name: Osterberg v Parker
[Case Number: 0:01-cw-20
Filer: John Parker

Document Number: 11

Docket Text:
CERTIFICATE OF SERVICE by John Patrker re [8] MOTION to Compel {(Attorney1, )

[he following document(s) are associated with this transaction:

Document description: Iv{ain D ocument

Driginal filename:n/a

Electronic document Stamp:

STAMP deectStamp TD=1051215216 [Date=3/18/2004] [FileMNumber=74713-0]
c33885311£23c5910d413c1c13e0f31e6dbeded6308602d51854 28 eeeed0dd Paaf39
ba2Bedlebdb5defef5h37d1d0f2aTa5c6566bdc 10 1098cfh 8a257645bdc]]

:01-cv-20 Notice will be electronically mailed to:

bttorney1  mmnd tram]@mnd uscourts. gov, ecfattorney 15000(@yahoo.com

The screen depicted above provides confirmation that ECF has registered your
transaction and the pleading is now an officia court document. It also displays the
date and time of your transaction and the number that was assigned to your document.
Y ou should note this number on the document’s PDF file.
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Select [Print] on the web browser toolbar to print the document receipt.

Select [File] on the web browser menu bar, and choose Save As...fromthedrop-
down window to save the receipt to afile on the hard drive of your computer.

Note: The Notice of Electronic Filing is your confirmation thet the filing has been
accepted. The Court strongly urges you to copy it to afile on your computer hard-drive,
print it, and retain a hard copy in your persond files.

ECF will dectronicdly transmit the Notice of Electronic Filing to the attorneys
and parties to the case who have supplied their E-mail addressesto the Court. The
ECF filing report aso displays the names and addresses of individuas who will not
be dectronicaly natified of thefiling.

Note: Itisthefiler’s responshility to serve hard copies of the pleading and the
Notice of Electronic Filing to attorneys and parties who are not set up for
eectronic notification.

E-Mail Notification of Filed Documents

After apleading isdectronicdly filed, the ECF System sendsaNatice of Electronic Filing to
the designated attorneys and parties who have supplied their E-mail addresses to the Court.
Individuas who receive dectronic natification of thefiling are permitted one "free look” & the
document by clicking on the associated hyperlinked document number embedded in theNotice
of Electronic Filing. Thefiler is permitted one free ook at the document to verify that the
pleading was properly docketed. Pursuant to guidelines set by the Adminigrative Office of the
U.S. Courts, the free look is only available for 15 days from the date of thefiling. The Court
strongly urges you to copy the Notice of Electronic Filing and pleading documentsto your
hard-drive for future access. Subsequent retrieval of the case docket sheet and pleading from
ECF must be made through your PACER account and is subject to regular PACER fees.

Certificate of Service

A Cetificate of Serviceisrequired to befiled ether a the time of thefiling in ECF and
attached as a PDF attachment (an example is attached to the back of thismanua) or asa
separate filing in the Ser vice of Process hyperlink located beneeth the I nitial Pleadings
and Service menu option.
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Linking Documents (Refer to existing event)

Some pleadings such as Briefs and Indexes should be “linked” to their related documents in the
ca=. When filing these and certain other types of documents you will be presented with the
following screen.

Other Documents

" Refer to existing event(s)?

Mext I Clear I

An*“event” in CM/ECF is anything that has beenfiled in acase. To link the document you are
currently filing to a previoudy filed document, check the box in front of “Refer to existing
event(s)?” and click [Next].

Other Documents

Select the categary to whick your event relates.

Type <]
adr
answer

appeal
appeal-cr
charge-cr

cja

cmp
detention-cr
discoy >

Filed | to |

Documents l to I

Mext I Clear I

This screen requires that you filter the list of documentsin the case by the type of document that
youwant to link to. Thetype list appearsin dphabeticd order. Document typesin thislist are
the same as the types liged in the main filing menu. For example, to link to a Brief, you would
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choose the type “Oth_Doc” because Brief appearsin the “ Other Documents’ section of the
main menu. Y ou must choose atype on this screen. Y ou aso have the option of entering filed
dates or document numbersif you would like to further narrow your search.

Once you sdlect the type of document and click [Next] you are presented with alist of
documents that match your search criteria For this example we have selected Motion asthe

type.

Criminal Query

Other Documents

Select the appropriate event{s) to whick your event relates.

W 0501/2002 2 MOTION for Preliminary Injunction by Attorney guestaty on behalf of Defendant
Bob Stoops (guestaty,

[T 05012002 3 MOTION for Extension of Tine by Attorney guestaty on behalf of Defendant Boh
Stoops (guestaty,

Mext l Cleat |

Click the checkbox for the document you wish to link to and click [Next].
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Query Feature

Regigtered participants should use thisfegture to query the Electronic Case Filing (ECF) system for specific
case information. To enter the Query mode, click on Query from the Blue menu bar of ECF.

EECF Civil »+  Criminal - + Utilities + Logout

ECF opens the PACER L ogin screen. 'Y ou must enter your PACER login and password before ECF
permits you to query the ECF database.

Note: Your PACER login and password are different from your ECF login and password. 'Y ou must
have a PACER account in order to retrieve, view, and print certain documents.

After you enter your PACER login and password, ECF opens a Query data entry screen as depicted
below. If you know the number that the Court has assigned to the case, enter it intheCase Number fidd
and click on the [Run Query] button. ECF opens the query screen depicted on the next page.

EE F Civil »+ Criminal + Query + Reports + Utilities +« Logout ?

Query

Search Clues

Case Mumber |DD—1D1 (Examples: 99-600, 1:99cva00) Def Murmhber l_

or search by

Filed Date | to |
Last Entry Date I tnl
: 0 (zero) A
Mature of Suit 110 {Insurance)
120 (Cantract Marine) hd

or search by

Last Mame I (Examples: Desoto, Des™)

First Mame I Middle Mame
Type ] ";

Fun Cluery I Clearl

Y oumay query the ECF database by the name of aparty or an attorney to the case. Enter thelast name of
the party in the ppropriatefield. If more than one person with that nameisin the database, ECF returnsa
screen from which to sdect the correct If you click on the name of the party, ECF will open the query

screen depicted aboveB. If theindividud isaparty to morethan one case, ECF will openascreenlistingdl

of the party’s cases. Click on the case number hyperlink and ECF opens the query screen depicted in
above.
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Ouery . . Litilities . Logout

Select A Person

There were 2 matching persons.

Jackson, Dawnd A {aty)

Jacleeon, Thomas Chardes  (aty)

After querying the database by case number, name, or nature of suit, ECF opensthe Query
window for the specific case you selected.

You may aso query acase by the nature of suit. Y ou must enter arange for ether the filed
date or the last entry date in order for the query to run. To search for dl cases of acertain
type, use the date 1/1/1970 as the "beginning of time." When you run the query, if thereis
more than one case that meet those criteria, you will get a screen Smilar to the one above, but
lising multiple case numbers.

1-01-01465-JR HARRELL V. DISTRICT OF COLUMBIA
James Rabertson, presiding
Date filed: 07/02/2001 Date of last filing: 08/20/2001

Query
Alias
Associated Cases
Attorney
Case Summary
Deadline/Hearing
Docket Report
Filers
History/Documents
Party
Related Transactions
Status

At thetop of thewindow, ECF displaysthe case number, partiesto the case, presiding Judge, date that the
initid daim wasfiled, and date of last filing for the case. 'Y ou may choose specific caseinformation froma
large ligt of query options by clicking on the gppropriate hyperlinked name on the screen. The following

paragraphs describe severa of the available case-pecific query options.
Alias
Displays parties who have aliases.
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Associated Cases - Displays any cases associated with the specified case. Click on the
number of an associated case to view its docket sheet.

Attorney
Displays the names, addresses, and telephone numbers of the attorneys who represent each of
the partiesto the case.

Case Summary
Provides a summary of current case-specific information as represented below.

1-01-01465-JR HARRELL V. DISTRICT OF COLUMBIA
James Robertson, presiding
Date filed: 07/02/2001 Date of last filing: 08/20/2001
Case Summary
Office: Washington, DC Filed: 07/02/2001
Jury Demand: Both Demand:
Nature of Suit: 442 Jurisdiction: Federal Question
Cause: 28:1983 Civil Rights Disposition:
County: Terminated:
Origin: 1 Reopened:
Lead Case: None
Related Case(s): None
Flags: JURY, TYPEH
Party 1:  WAYNE HARRELL (pla)
Party 22 DISTRICT OF COLUMBIA  (DFT)
Atty: Ruth Ann Lowery Represents Party 1: pla Phone: (202) 789-6064
Fax: (202) 789-6190
E-mail: rlowery@bdlaw.com
Atty: David A. Jackson Represents Party 2: dt Phone: (202) 724-6618

Deadlines/Hearings

Produces a screen that alows you to query the database by various means to obtain hearing and
other schedule deadlines. If you query asillustrated below, ECF opensthe Deadline/Hearings
screen depicted on the next page.

Deadlines/Hearings
Sort by IDuefEet j Document NMumber
Deadline/Heanng
l Filed

Fun Cluery I Clear |

Satisfied

H
H

Teminated

CM/ECF User’s Manual (June 1, 2004) 81 Minnesota District Court




After thewindow opens, if you dlick on adocument number, ECF will display theactua Scheduling
Order for the conference or hearing.

1-01-01465-JR HARRELL v DISTRICT OF COLUMBILA
Tames Eobertson, presiding
Date filed: 07/02/2001 Date of last filing: 08/20/2001
Deadlines/Hearings
Taoe: Deadline/Hearin Exgnt Due/Set Natisfied |Terminated
No. 2 Filed
7 @ Tury Trial 082002001 (070872002
at 09:30 AN
i @ Final Pretrial Conference [08/20/2001 |08/27/2002
at 04:30 PIM
7 @ Status Conference 082002001 |01/08/2002
at 04:30 PIM
@ Mdeet & Confer Hearing |07/31/2001 |08/08/2001 08/08/2001
at 02:00 PIM
T @ Angwer due from DO |07/02/2001 |07/23/2001  |08/06/2001

If you click on the button to the left of the Deadline/Hearing title, ECF will display the docket
information and related docketing entries for the hearing that you selected.

Docket Report

When you select Docket Report, ECF opens the Docket Sheet screen as depicted below.

Docket Sheet

C'ase number !99—7"'3'0

' Filed

" Entered l L l

Documents I to |

¥ Include terminated parties
™ Include links to Motice of Electronic Filing
¥ Include Caption

Sort hy |Oldest date first ;‘

Run Report | Clear |

Criminal
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Y ou may sdlect adate range for your docketing report aswell asarange of docketing numbers. If
you leave the range fields blank, ECF will default to print the entire docketing report. Place a
checkmark in the box to Include linksto Notice of Electronic Filing if you wish to view them
from the docket sheet. After you have selected the parametersfor your report, click onthe[Run
Report] button. ECF will run your custom docketing report and display it in a window as
depicted.

The document numbers in the middle column are hyperlinks to PDF files of the actua documents.
Pace your pointer on the button next to the document number and click to display theElectronic
Notification Report for the document.

History/Documents

This selecti Iesthe database for case event history and documents associated with the case.
jck ontheHistor y/Documents hyperlink, ECF opensthe screen depicted in. Y ou may
order for the query report and choose to exhibit al events or only those with

documents attached. ECF aso offers you the option to display the docket text in the report.

Query * Reports * Utilities

Mast recent date first ;I
Oldest date first

After making your sdlections, dick on the [Run Query] button. ECF queries the database and
buildsyour report. The screen capture above, depictsaportion of aHistory/Documents report.
This particular report lists dl of the events and documents associated with the case in reverse
chronologica order. It also digplays the docketing text for dl docketed events.
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1-81-01465-J8 FIARRELL v. DISTRICT OF COLTIMEIA
Tuieea Robertace, prasdig
Drate filed: 07022001 Date of last filing: OR20/2007

History
= D e | o | B
& )' [ OEENZI0T [Mert and Confer Faternent s 2|
OBZE0] fcarmni
ET AL CONFEE STATEMENT. (Lewery, Futh)
T |Filed: OR2EI0T | Echedubrg Order coder 4
Hrtarad  DERNEIO] scha

Decket Tert: SCHEDULIN EF: Fral peetnal conference aet for AITTR002 2 4:30 DA oy mal zet Ser TAOCD o 9-30 AW staims conference set
Fre UEIRO02 2t 420 PLA Signed by Tames Bobetson oo August 20, 2001 (14T, |

T |Filed- OREZNAINE Deadines order n
Eaterad: OERZOVE00] setddl

Ciciet Text: SCHEDULING ORDEE: Faul pretrial confscence et for 672702002 2 4:30 PM. jury tral set for TRGRO02 2t 9,30 AM; stbus conference set
Foc TVE2002 & 4% B Signed by Judge James Eobertson oo st 20, 2001. [T, ]

- |Filed: OROEM0T [Iert and Clonfer He hearing 2
Haternd: OEMDEE00T mcheg

Leckeat Traid: Maate Eniry: Mieet and Ceonfier Heanng held oo Sf2001 fetors T ames Kokbertseom chamb ere. (Mot repocted) (mip, §

- | Pk OTELE00T Calendar Eodry uflioy 17
Erieiad: oELrEol calentry
Lokl Text: Calendar Eatry, Set/Beset Heanngs: Meet and Confer Hearng set for 8572001 02:00 P e Judge James Babertzon m chanbere (b, )
- | Friadr OTELZ200]  ZetBeget Hearangs miliy 12

You may view aPDF file of actua documents by clicking on the document number in the far-left
column of the onscreen report.

Parties
Ligts active and terminated parties and trustees. Current and previous atorneys for each
party/trustee are o shown.

Filers
Ligsadl filers associated with the case. To view documentsfiled by a particular party, click on
the filer name.

Filer screen: Displays dl document numbers, event names and filing dates for the selected filer.
To view afiling, click on the document number. To view docket information and related docket
entries, click on the bal next to the event name.

Docket Information and Related Docket Entries screen: Displays the filed and entered dates,
the name of the person who entered the document, the document event name(s) and the full
docket text for the sdlected document and any directly related document(s).

Related Transactions

Ligts transactions that are related to those you specify on this screen.
CM/ECF User’'s Manual (June 1, 2004) 84 Minnesota District Court




IFiled |Enter adate range. The defauilt of blank will list all documents

’Documents ‘Enter adocument number range. The defaullt of blank will list al documents.
Document Type Sdlect the document type from the drop-down ligt. The default of blank will ligt dll

documents.
Zﬁy;nemt Enter the document subtype. The defavilt of blank will ligt all documents
‘ Pending ‘Sel ect this option to include pending documents.
’Termi nated ‘Select this option to include terminated documents.
\Sort by \The transactions can be sorted by: filed date, entered date, or document number.
Include open Check this box if you want to include open excludables in clock cdculations.
excludables

Check thisbox if excludable delays for any co-defendant should affect all

Include co-defendant | ..\ ints. If ot checked, only a defendant's own exdudable delays affect his
excludables docks

Written Opinion Report

The Written Opinion report alows those with ECF or PACER accounts to view documents tagged as
written opinions on-line in ECF for free. This report can be run on a specific case, nature of suit, cause,
date range and etc. Thisreport isfreeto dl users and alows those with accounts to view or print a
written opinion. The samelink is available in the Reports Menu option as well.

Reports Feature

The Reports feature of ECF provides the user with severa report options. After selecting the Reports
feature from the Blue menu bar, ECF op@eports screen depicted below.

Beports

Cases Filed
Docket Sheet
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If you select Cases Filed or Docket Sheet hyperlink, ECF will ask you to login to PACER. Y ou may
view Court Cdendar Events for a case without logging into PACER.

Docket Sheet
Click on the Docket Sheet hyperlink and ECF opens the PACER login screen.

Enter your PACER login and password. Click on the[L ogin] button and ECF will open the
Docket Sheet report query window depicted bel ow.

Criminal

Docket Sheet

Case number !99-7'30

" Entered tn

Documents | to !

¥ Include terminated parties
™ Include links to Motice of Electronic Filing
¥ Include Caption

Sort by | Oldest date first ~|

Run Heport I Clear |

Thisis the same query window that ECF displayed when you selected Docket Report fromthe
Query feature). Enter the case number for your docket sheet in the Case Number fidd. Sdect
parameters for the remainder of the data entry fields and click onthe[Run Report] button. ECF
will display afull docket sheet for the case you selected. See the Query festure section of this
manua for a depiction of a partia docket sheet report. If you do not need a complete docket
shest, you can narrow the query using the datefiled/entered fields. ECF dso offersvarious sorting
options from the Docket Sheet query screen.
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View
just

on
Apped

Civil Cases Report

TheCivil Casesreport providesyou with theflexibility to query the ECF database to | ocate cases
eectronicdly filed within a specific date range, or by Nature of Suit and Cause Code. When you
click on the Civil Cases hyperlink, ECF displays a query screen as depicted here.

Civil Cases Report

I e =| Case F o
DN = pe | Chl = of guit |1 (2200 :
5T =l el =l {1710 freumarre) =

Filad [1 111672004 e [71/23/2004
PITIID 4o i = ﬂpm [=TT1]
) Thed 0 ™ Clozed cases
[Sart by | Casa Munbar = = |

ﬂutp-ut Format % Farmatted Du'spl:j'
" Ihata Only

Fun Fiepoed ] Clany |

Note: If you are not logged into PACER, ECF will display the PACER login screen. Login
to PACER and ECF will open the Civil Cases Report screen.

Enter the range of case filing dates for your report and sdlect a Nature of Suit or Cause Code, if
you wish to narrow your search. If you leavedl fidldsblank, ECF will display areport for al cases
opened in ECF. This picture depicts part of areport of al casesfiled in ECF at the U.S. Didtrict
Court from 9/23/2002 to 10/23/2002.

Civil Cases Report
Yersion 1 - 1.5, District Ceurt of Nebruskn

Filed Report Period: (9252082 - 100252002

Caze Mumber' Trsge Clowed'  Daye
Titks Bewoned’ ol Pandbeg Hutes

02 ce OEEST Pl 1902 5000 31 Cause: 281343 Violation of Crel Rights
Pnderson ot ol v, Gl NS Coal Baghtr: Veting

few: d Lincoln

Preader- Richard G Eopf

Frdrrrad: Dand L. Plester

chury depsreds Flone

Lugan v Eenney I Habame Corpos (Ganeral)
ows 4 Licols
Pregider: Lyle E. Srom
vl Fathleen A Jandrenss
<y dasrmal Do
Cas Flogs: HABEAS
02w L3RSy Fligal 0302 50000 31 Case: 267401 [RE: Tax Liabiiy
EA v, Waollay NS T
e 4 Lincol
Pragder: Richard G Eopf
Frfrermds Dannd L. Fiester
chury s Fone

AN g- g 05T il N2 32002 71 ausr: 282259 Pattion for Wi of Hakane Corpus [ Feate]

02 e OG0 Fligal 00024000 30 Causer 42 20008 Tob Discrmnot on (Euployment)

Mzrm v Locoin NN Coal Baghter: Obeer
few d Lincokn
Promder: "Warren K. Trbom
Frdrrrad: Dand L. Prester
whury domsrals Plagondf

The far-left column of the Cases Filed report contains hyperlinked case numbers. If you click
on a particular case number, ECF opens the Docket Sheet report window from which you can
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retrieve the docket sheet for the selected case. Follow the ingtructions in the previous section
for a Docket Sheet report.

Judgment Index Report

The Judgment Index Report shows information about selected judgments, including whom the
judgment was for and against and the date, amount, interest rate, and court costs for each
judgment. The report may be generated by case number, party name, or date range.

New Case Report

The new casesreport issmilar to what is available on the U.S. Didtrict Court’ s externa
website. Thisisachronologica sorted list of the newest cases opened with the Digtrict Court,
Didrict of Minnesota

Docket Activity Report

Filers can obtain alig of dl filings made using their login and password to ECF for a
specific time period. The report can be run for dl cases (a nice option for quality control)
or for a specific case.

Written Opinion Report

The Written Opinion report alows those with ECF or PACER accounts to view documents
tagged as written opinions ortline in ECF for free. This report can be run on a specific case,
nature of suit, cause, date range and etc. Thisreport isfreeto adl users and dlows those with
accountsto view or print awritten opinion. The samelink is available in the Reports Menu
option aswell.

Utilities Feature

The Utilitiesfeature provides the meansfor registered usersto maintain their account in ECF and to view
al of their ECF transactions.
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Ttihities

Your Account Miscellaneous
ECEF Login Lecal Eesearch .
Tfantam ¥ our Account Iladlings. .

WView ¥ our Transaction Log

Chanee Clent Code Wenfy a Document
Chanee Your PACEE Loon

Eewew Biling History

show PACEE Account

CM/ECF User’s Manual (June 1, 2004) 89 Minnesota District Court




Your Account

This section of the Utilitiesfeature provides you the capability to maintain certain aspects of your
ECF account with the Court and to view alog of al your transactions within ECF.

ECF Login

Allowsthefiler to log out of the ECF system and prompts you for a new login and password.

Click

Maintain Your Account

Click on the Maintain Your Account hyperlink to open the Maintain User Account

informeation screen.

Mamntain User Account

Last name Iwe 5

Middle name I

Title |

First name I

Generation I

Type crt

Office [#ill E. Short

Address 1 !Techical Writer

Address 2 |

Address 3 IRDDm z301

City |

Country I

Phone |[iz02) 354-3297
BarId
Initials DOB

Ernail information. .. |

hore user information. .. |

State | | Zip |
County I 'i

Faxl

Bar status
AO code End date

Subrmnit | Clear I

This screen displays dl of the registration information that is contained within the ECF
database for your account with the Court. Thisincludes Bar Identification and Bar
datus. If an atorney islinked to alaw firm, the law firm address may not be editable. In
this case you should cdll the ECF helpdesk for assstance in updating your firm

information.
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Clicking on the [E-mail infor mation] button opens the following screen.

E-mail information for wes

Primary e-mail address

willise shortfdod.uscourts.gov =
KR ¥
Send the notices specified helow

¥ to my primary e-mail address

[ to these additional addresses

B

[

¥ Send notices in cases in which T am involved

[~ Send notices in these additional cases .I

E
& Send a notice for each filing
©° Send a Daily Summary Report

- & html format for Netscape or ISP e-mail service
Format notices

© text format for cc:Mail, GroupWise, other e-mail service

Return to Account screen I Clear |

ECF will Email to partiestheir Notices of Electr onic Filing based upontheinformation
entered in thisscreen. Perform the following stepsto enter additiond e-mail addressesfor
individuas that you wish ECF to notify regarding new case pleadings and documents.

From the screen depicted above, enter acheck mark by clicking on the box to the left
of the line, which reads “to these additional addresses’.

Enter the e mail addresses of those individuals you wish to notify concerning ECF
activity. Enter up to two additional email addresses you wish to adso receive
notification of case activity (both e-mail addresseswill dso receive onefreelook at the
documents). Separ ate the addresses with a comma.

E-musil mlaresatios o keistine mosegnes

Prisary o-maail addliess [Fic 1ot ine_Goaners rnd - ussosres . gow =
Femd e etirus specimed bl
e my prmmeay s-meil sddrees

P oim iamem m it nme] addenzmne d::"::::wl_m:- l—-_.;:-:-l 3] e UAGGUT LS. oA, BV &hdAe N h&ET &L j
I M@ nnmio e b soaes inowhbek T son Bovebeed >
I Bend nomieer i Idstimnml ru=us =]

=l
# Send noetice for osch Alisg
™ Bend o Draily S usmisay Bapost
at e I Taiwaan Fox Iesscago # ISP ol sovviee
 wan Dowras Tos oo B, TooopWiso, #ther o ol serviee

Bl i A C oD (Eracr | e
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Enter additiona case numbers you wish to recelve e- mail natification on. Ussacomma
to separate the entries.

Stipulate theformat of the ECF notices by selecting your choice from the bottom of the
screen.

If you wish to enter completely new information about your account, use the[Clear]
button to clear the fields on this screen.

After updating your account information, click onthe [Return to Account screen] button
to return to your Maintain User Account screen

Toedit or view logininformation about your account, select the button labeled M or euser
information, from theM aintain User Account screen. ECF opensthe screen depicted
below.

More User Information for wes

Login [shoctw Lastlogin 08-31-2001 1103

Password [rroesarsans Current login  09-04-2007 11:03
Prid 2231 Create date 08/02/2001
Registered |7 =] Update date 08/16/2001

Groups  CQuabey Control

Return to Account screen ] Clear |

This screen displays user login information and provides the means to change your ECF
password. Noticethat ECF displaysasdtring of asterisksin thePasswor d fidd. Tochange
your ECF password, place your cursor in the Password fidd and delete the asterisks.
Typeinyour new password. (Remember passwordsare casesenstive)) ECF displaysthe
actua characters of your new password as you type. When you have completed your
interface with ECF from this screen, click on the [Return to Account screen] button to
reopen the Maintain User Account screen. When you are sdtisfied that al of your
account informeation isaccurate and up-to-date, click on the[Submit] button at the bottom
of the Maintain User Account screen to submit your changesto ECF. ECF will notify
you onscreen that your updateswere accepted. |f you changed passwords, you may begin
using the new password during your next ECF sesson.

View Your Transaction Log

From theUtilities screen, click onthe[View your Transaction L og] button. ECF opens
a screen with two fidds for entering the Date Sdlection Criteria for a Transaction Log
Report. Enter the date range for your report and click on the [Submit] button. ECF
displays a report of al your transactions in ECF within the date range you specified for
Date Sdection Criteria. For a sample transaction log report ook below.
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Use thisfeature of ECF to review your transactions and to verify that:

Id Drate

3212 DEEO0] 154554

3326 OEEAO01 174402
330 0RELEO0 120151

3ER1 OBZ2001 1240513

3335 0ETN2001 142552

JEE6 DEENI000 143043

3337 omEna2an] 154955

JERE ORE2000 161842

3335 0EE22001 10:1%:15

3431 0ET2001 142126
3451 0ETEI000 142727

Tolal Eumker of Transsctioms: 11

Case Momber

014011

074017
114011

074011

014011

]-4011

07-4011

114011

014011

Transartion Lag
Heport Period: CB162001 - 09042001
Teoxt
TFurst MOTICH foor Penmenent Inunction by ARLENE ACFERMAYN Fesponses due by 242001, Replies due by
LA [Adachrent= # (1] Extduit T est Diocument)[wes, |

First IO TIOH for Brelenimary Inpeection by ARLENE ACHEBMAM. Bespotses due by 3502001 Beplies due by
BN [wes, )

FESFOMEE m Oppostion re [2] fled by DEMITRIA BICE. (wes, |
CRDER. ey e ardy grastmnge ohen For Preloomary Injonchien [2] . Metion ceferred fo Bealdl . Sgmed by Judm
gulivan cewwett g oo DRER0L. (wes, )

FESFOMEE to Megon re [2] Prefwdvan- fpuection fled by DEMITEIA BICE. (Atachments: # (1) Betahat Extubns
are bemg beld m the Clere's alfice n paper format¥aes, )

FEEFCMEE to Motan re [1] Permarent giurtion led by ARLFHE ACFEREMAN. (Arackenents: # 1] Exhibit
axbabdy are beae held 2 the Clerd's cffice o papet)iwas, |

Fecand MOTICH for Prelimmnary Inpanchon Sy plamil for defrvdent &r oo and domar 2 aosgummis of
Plaimtif i caleeria dugy by AFLENE ACEEEMAN Eemonses due by 23 12007 Eeples due by 83772001

(vems,

MOOTIOH for Prebeomery npactcs fo caoee awd deast o seaiguneg plalnflly e work ae s agfatera somiior by
TEMITELL FICE Eesoonees due by 2312001, Beples doe by 3312001, (wes, )

Hecand MOTIOH for Prelommary npncticn Sz comse avd desist U asspamont of plaa i 10 cafeteris mosiar by
TETITELA EICE Ersponses due by $10ENT Beples dus by 201475007 ivwess, )

Tpdated pereon recerd: wes Pad 2231

Tpdated neer recorc shedw 2231

al of the transactions you entered are reflected in the Transaction Log

no unauthorized individuds have entered transactions into ECF using your login
name and password.

View Your Transaction Log
From the Utilities screen, click on the [Change Y our PACER Login] link. ECF brings
you to the PACER login window.

Change Client Code
Thisfeature alows the PACER hilling client code to change to a different code.

Change PACER Login
Attorneys and filers can use this option to switch between more than one PACER

accounts.

Show PACER Account
Brings filers back to the login screen.

Miscellaneous

ECF provides three miscellaneous functions within the Utilities feature of the system.

Legd Research — currently does not provide any additiond tools.
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Mailings— To verify if someoneis being served by ECF or nat, click on the Mailings
link.

1. Choose Mailing Info for a case.

2. Type the case number you wish to research and click on the Submit button.

3. Listed should be the names and etc. of those that are receiving service from ECF and
those that need hard copies sent to them.

Verify a Document - Opens a query screen and enter data in the screen fields to locate
aparticular document attached to a specific case number.

Logout

After you have completed dl of your transactions for a particular sesson in ECF, you should exit from
the system.

.1:
EECF Civil + Query + Reports +  Utiities + ?

Click on the Logout hyperlink from the ECF Blue menu bar. ECF will log you out of the system and
return you to the ECF login screen as depicted earlier this manud.

Additional Information Regarding ECF

Sealed Documents

Continueto file sedled documents at the Digtrict Court Clerk’ sofficein accordancewith theexisting
practices and procedures for conventiond filing.
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Certificate of Service Sample

INTHE UNITED STATESDISTRICT COURT
FOR THE DISTRICT OF MINNESOTA

CERTIFICATE OF SERVICE

| hereby certify that on (date), | caused the following documents:

to befiled dectronicaly with the Clerk of Court through ECF, and that ECF will send
an e-natice of the eectronic filing to the following:

| further certify that | caused a copy of the foregoing documents and the notice of
eectronic filing to be mailed by first class mail, postage paid, to the following non-ECF

participants:

Dated: , 20 ¢ Attorney’s Name
Attorney’s Typed Name
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Filing Options for Attorneys

CIVIL

Civil Events
Initial Pleadings and Service

Other Initiating Documents
Amended Complaint (cmp-amdcmp)
Amended Counterclaim (cmp-amdcount)
Amended Crossclaim (cmp-amdcross)
Amended Third Party Complaint (cmp-amd3cmp)
Counterclam (cmp-counter)
Crossclam (cmp-cross)
Intervenor Complaint (cmp-intvemp)
Third Party Complaint (cmp-3rdcmp)
Writ of Mandamus (motionmand)

Service of Process
Acknowledgment of Service (service-acksvc)
Affidavit of Service (service-affsvc)
Certificate of Service (service-certsvc)
Request for Waiver of Service (service-regwv)
Return of Service Executed (service-rosxc)
Return of Service Unexecuted (Service-rosuxc)
Service by Publication (service-svcpub)
Summons Returned Executed (service-Smxc)
Summons Returned Executed as to USA (service-amxcfed)
Summons Returned Unexecuted (service-Smuxc)
Waiver of Service Executed (service-wvxc)
Waiver of Service Unexecuted (Service-WVUXC)

Other Answers
Amended Answer to Complaint (respoth-amdans)
Answer to Complaint (Notice of Remova) (respoth-ntcrem)
Answer to Writ of Garnishment (respoth-writgar)

Claim (respoth-dm)
Disclamer (respoth-dam)
Withdrawd of Claim (respoth-wddm)
Motions
Motions

Alter Judgment (motion-dtjgm)
Amend/Correct (motion-amdcorr)
Apped In Forma Pauperis (motion-applifp)
Appear (motion-appear)
Appoint Counsdl (motion-gpptend)
Appoint Custodian (motion-apptcust)
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Appoint Expert (motion-apptexp)
Appoint Guardian/Attorney ad Litem (motion-apptadli)
Appoint Receiver (motion-apptrecv)
Approve Consent Judgment (motiorn-conggm)
Associate Attorney (motionascatty)
Attorney Fees (motion-attyfee)
Bifurcate (motionhif)
Bill of Costs (mation-bcst)
Bond (motion-bnd)
Certificate of Appedability (motion-crtappl)
Certify Class (motion-certcla)
Change Venue (motionchgven)
Comped (motion-comp)
Consolidate Cases (motion-consol)
Continue (motion-cont)
Declaretion of Migtrid (motion-midrl)
Declaratory Judgment (motion-dj)
Default Judgment (motion-dfltjgm)
Deposit Funds (motion-depfnd)
Directed Verdict (motion-dirv)
Disbursement of Funds (motion-disbfnd)
Disclosure (motion-dd)
Discovery (motion-disc)
Dismiss (motion-dism)
Dismiss/Lack of Jurisdiction (motion-disml))
Dismiss/Lack of Prosecution (motion-dismpros)
Disqudify Counsd (motion-dsgend)
Disgudify Judge (motion-disgjud)
Disqudify Juror (motion-disgjur)
Enforce Judgment (motion-enfrggm)
Entry of Default (motion- dflt)
Entry of Judgment (motion-jdgentry)
Exclude (motionexd)
Expedite (motion-exp)
Extend (motion extend)
Extendgon of Time to Amend (motion-extamnd)
Extension of Time to Complete Discovery (motionextdisc)
Extengon of Timeto File Answer (motion-extans)
Extension of Time to File Document (motion-extfil)
Extenson of Time to File Response/Reply (motiorextres)
File Excess Pages (motiornexcess)
Forfeiture of Property (motion-forprop)
Hearing (motion-hrg)
In Limine (motion-inlim)
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Intervene (motion-intv)
Issuance of Warrant in rem (motion-inrem)
Joinder (motiortjoin)
Judgment Debtor Exam (motion-jgmdioxm)
Judgment NOV (motion-jgmnov)
Judgment as a Matter of Law (motion-jgmlaw)
Judgment of Forfeiture (motion-jgmfor)
Judgment on Partid Findings (motion-jgmpart)
Judgment on the Pleadings (motion-jgmpl)
Judgment under Rule 54(b) (motion-jgmr54)
Leaveto Apped (motion-Ivapp)
Leave to File Document (motionfiledoc)
L etters Rogatory (motion:|etrog)
Miscdlaneous Relief (mation-miscre)
More Definite Statement (motion defst)
New Trid (motion-newtrl)
Order of Sale (motion-osale)
Partid Summary Judgment (motion-psumjgm)
Permanent Injunction (motion-permin))
Preiminary Injunction (mation preinj)
Pro Hac Vice (motion-phv)
Proceed In Forma Pauperis (motion-ifp)
Produce (motionprod)
Protective Order (motion-proto)
Quash (motion-q)
Reassign Case (motion-reasgn)
Reconsderation (motion-recon)
Recusd (motion-recus)
Reease of Bond Obligation (mation-risbnd)
Release of Funds (motion-risind)
Remand (motion-rmd)
Reopen Case (motion-ropncs)
Return of Property (motion-rtnprop)
Sanctions (motion-sanc)
Sed (motion-sed)
Sedl Case (motion-sealcs)
Sedl Document (motion-sealdoc)
Service by Publication (motion-publ)
Set Asde (motion-sa)
Set Asde Default (motion-sadflt)
Set Asde Forfeiture (motionsafor)
Set Asde Judgment (motion-sggm)
Set Asde Verdict (motion-sav)
Settlement (motion-stimt)
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Sever (motion-sv)
Show Cause (motion-show)
Stay (motionday)
Strike (motion-str)
Subdtitute Attorney (motion- substatt)
Subgtitute Party (motion-substpty)
Summary Judgment (motion-sumjgm)
Take Deposition (motion-depo)
Taxation of Cogts (motion-taxcst)
Temporary Restraining Order (motion-tro)
Trandfer (motion-trans)
Unsedl Case (motion-unscs)
Unsed Document (motion-unsdoc)
Vacate (motionvac)
Withdraw (motiornwd)
Withdraw Reference (motion-wdref)
Withdraw as Attorney (motion-wdatty)
Writ (motion-writ)
Writ of Garnishment (motion-writgar)
Writ of Habeas Corpus ad prosequendum (motion-hcap)
Writ of Habeas Corpus ad testificandum (motion-hcat)
Writ of Mandamus (motiorn mand)
for Contempt (motion-forcon)
for Judgment (motion-forjgm)
for Order (motion-order)

Supporting Documents and Responses
Affidavit in Opposition to Mation (respm-affopp)
Affidavit in Support of Motion (respm-affsupp)
Brief (respm-brief)
Declaration in Opposition (respm-decl opp)
Declaration in Support (respm-declsupp)
Memorandum (respm-cvimem)
Memorandum in Opposition to Motion (respm-memopp)
Memorandum in Support of Motion (respm-memsupp)
Objection (respm-obyj)
Reply (respm-replygen)
Reply to Response to Motion (respm-reply)
Response (respm-response)
Response in Opposition to Motion (respm-respopp)
Response in Support of Motion (respm-respsupp)

Other Filings

ADR Documents
Consent to Arbitration (adr-consarbX)
Consent to Mediation (adr-consmed)
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Objection to Report of Arbitrator/Mediator (adr-objrpt)
Request for Trid De Novo (adr-rqtrldnX)
Discovery Documents
Answer to Interrogatories (discov-andnt)
Deposition (discov-depo)
Disclosure of Expert Witnesses (discov-disclwit)
Disclosures (discov-disd)
| nterrogatories Propounded (discov-interrog)
Notice to Take Deposition (discov-ntcdepo)
Report of Rule 26(f) Planning Mesting (misc-rptmtg)
Request for Admissions (discov-regadm)
Request for Production of Documents (discov-regprod)
Response to Discovery Request (discov-respdisc)
Notices
Notice (Other) (notice-other)
Notice of Acceptance with Offer of Judgment (notice-offjgm)
Notice of Appearance (notice-apr)
Notice of Application for Writ (notice-appwrit)
Notice of Attorney Appearance/Substitution (notice-attyapr)
Notice of Change of Address (notice-addr)
Notice of Filing Bankruptcy (notice-ntcfbk)
Notice of Filing Petition for Certiorari (notice-ntcpc)
Notice of Hearing on Motion (notice-mhrg)
Notice of Lis Pendens (notice-ligoend)
Notice of Settlement (notice-gtimtX)
Notice of Voluntary Dismissd (notice-voldiamX)
Trial Documents
Agreement for Jury Verdict (trid-agrv)
Exhibit (trid-exh)
Exhibit Lig (trid-exhlst)
List of Deposition Testimony (tria-deptest)
Proposed Findings of Fact (trid-proff)
Proposed Jury Ingtructions (tria-projyin)
Proposed Specia Verdict Form (tria-prospvrd)
Proposed Vair Dire (tria-provdir)
Trid Brief (trid-trlbr)
Witness Ligt (trid-witl<t)
Appeal Documents
Appeal Transcript Request (appedl-tnreq)
Apped of Magigrate Judge Decison to Digtrict Court (motion-magapp)
Appdlants Brief (gpped-bkabr)
Appdlants Reply Brief (agppeal-bkrbr)
Appellees Brief (gpped- bkebr)
Appendix (appeal-appendix)
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Designation of Record on Appedl (appeal-dsgroa)

Notice of Appeal (appeal-ntcapp)
Notice of Cross Appeal (appeal-crsapp)
Notice of Interlocutory Apped (apped-iapp)

Subsequent Notice of Apped (apped-sapp)
Other Documents

Affidavit (misc-&f)
Affidavit in Opposition (respoth affopp)
Affidavit in Support (respoth-affsupp)
Amended Document (NOT Mation) (misc-amddoc)
Amicus Curiae Appearance (misc-amicus)
Appendix (misc-gppendix)
Application for Writ (misc-appwrit)
Application to File Conventiondly (motion-gpplfic)
Bill of Costs (misc-best)
Certificate of Counsd (notice-crtcnd)
Confession of Judgment (misc-conjdg)
Declaration (misc-decl)
Errata (misc-errata)
Exhibit (trid-exh)
Financid Affidavit (misc-finaf)
Fnancid Affidavit - CJA 23 (misc-cja23)
Interpleader (misc-intpl)
Joint Consent to proceed before Magistrate before 8th Circuit (misc-conmag8c)
Joint Consent to proceed before Magistrate before District Court Judge (misc-
conmagdc)
Jury Demand (misc-jydmd)
Letter (misc-letter)
Letter re: withdrawa of document (misc-letwd)
Objection To Discovery Ruling (respm:-objdisc)
Objection re: Authenticity of Electronicaly Fled Document (misc-objauth)
Ohbjection to Bill of Costs (misc-bocobyj)
Objection to Report and Recommendations (respoth-objrr)
Objectionsto Answer to Writ (misc-objansw)
Partia Satisfaction of Judgment (misc- ptsatjgm)
Pretrid Memorandum (misc- ptmem)
Redacted Document (misc-redact)
Request (misc-request)
Response to Order to Show Cause (misc-resposc)
Rule 7.1 - Disclosure Statement (discov-rul 71)
Satisfaction of Judgment (misc-satjgm)
Settlement Agreement (misc-setagrX)
Specid Master Report (misc-spmrpt)
Statement of Case (misc-stmitcs)
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Status Report (misc-statrpt)
Stipulation (misc-<tip)
Stipulation of Dismissa (misc-ipdisX)
Suggedtion of Bankruptcy (misc-sugbk)
Suggestion of Death (misc-sugdth)
Supplement (misc-supp)
Transcript Request (misc-tnreq)
Social Security

Social Security Answers
Answer to Socid Security complaint (ssanswer-ssans)

Social Security
Return of service of Socid Security complaint (Soc_sec-retsvc)
Socia Security Transcript Remark (soc_sec-tnrmk)
Socid Security brief by defendant (soc_sec- dftbr)
Socid Security brief by plaintiff (soc_sec-plabr)
Socid Security notice (SOC_sec-ssntc)
Socia Security reply brief by plaintiff (soc_sec-plarbr)
Submission of administrative record (Soc_sec-subr)
Supplemental Socia Security transcript (Soc_sec-suptn)
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